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SAN  FRANCISCO  HOUSING  AUTHORITY 
ADMISSIONS  AND  CONTINUED  OCCUPANCY  POLICY 

I.  NONDISCRIMINATION  AND  ACCESSIBILITY 

A         Compliance  with  Civil  Rights  Laws 

1.  It  is  the  policy  of  the  S.-  x'rancisco  Housing  Authority  to  comply  with  all  applicable  laws 
relating  to  Civil  Rights,  including: 

a)  Title  VI  of  the  Civil  Rights  Act  of  1964  [24  CFR  Part  1]; 

b)  Title  VIII  of  the  Civil  Rights  Act  of  1968  (as  amended  by  the  Community 
Development  Act  of  1974  and  the  Fair  Housing  Amendments  Aa  of  1988)  [24  CFR 
Part  100]; 

c)  Executive  Order  11063,  Section  504  of  the  Rehabilitation  Aa  of  1973  [24  CFR  Part 
8]; 

d)  The  Age  Discrimination  Act  of  1975  [24  CFR  Part  146]; 

e)  Tide  II  of  the  Americans  with  Disabilities  Act  (to  the  extent  that  it  applies,  otherwise 
Section  504  and  the  Fair  Housing  Amendments  govern).  [Title  II  deals  with 
common  areas  and  public  space,  not  Irving  units]; 

f)  Any  applicable  State  laws  or  local  ordinances;  and 

g)  Any  legislation  protecting  the  individual  rights  of  tenants,  applicants,  or  staff  that 
may  subsequently  be  enaCTed. 

2.  The  San  Francisco  Housing  Authority  shall  not  discriminate  because  of  race,  color,  national 
origin,  sex,  religion,  familial  status,  or  disability  in  the  leasing,  rental,  or  other  disposition  of 
housing  or  related  facilities,  including  land,  that  is  part  of  any  development  or  developments 
under  the  San  Francisco  Housing  Authority's  jurisdiction  covered  by  a  contraCT  for  annual 
contributions  under  the  United  States  Housing  Act  of  1937,  as  amended,  or  in  the  use  or 
occupancy  thereof.  '  [24  CFR  100.5]. 

3.  The  San  Francisco  Housing  Authority  shall  not,  on  account  of  race,  color,  national  origin, 
sex,  religion,  familial  status,  or  disability: 

a)  Deny  any  family  the  opportunity  to  apply  for  housing,  nor  deny  any  qualified 
applicant  the  opportunity  to  lease  housing  suitable  to  its  needs; 

b)  Provide  housing  which  is  different  from  that  pro\ided  others  ' 

c)  Subject  a  person  to  segregation  or  disparate  treatment; 

d)  RestriCT  a  person's  access  to  any  benefit  enjoyed  by  others  in  connection  with  the 
housing  program; 


Under  the  Housing  and  Community  Development  Act  of  1992,  SFHA  is  permitted  to  designate  occupancy  of 
certain  developments  for  older  persons  (including  elderly  people  with  disabilities). 

SFHA  is  required  to  provide  persons  with  disabilities  with  housing  that  is  appropriate  for  their  needs.  This 
accessible  or  adaptable  housing,  although  different  from  that  provided  to  others,  enables  persons  with  disabilities 
to  participate  in  the  public  housing  program. 
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e)  Treat  a  person  differently  in  determining  eligibility  or  other  requirements  for 
admission;  ^ 

f)  Deny  a  person  access  to  the  same  level  of  services;  ■*  or 

g)  Deny  a  person  the  opportunity  to  parucipate  in  a  planning  or  advisory  group,  which 
is  an  integral  part  of  the  housing  program.' 

4.  The  San  Francisco  Housing  Authority  shall  not  automatically  deny  admission  to  a  particular 
group  or  category  of  otherwise  qualified  applicants  (e.g.,  families  with  children  bom  to 
unmarried  parents,  elderly  families  with  pets,  or  families  with  members  who  have  eligible 
immigration  status).  Each  applicant  in  a  particular  group  or  category  must  be  treated  on  an 
individual  basis  in  the  normal  processing  routine  [24  CFR  960.205]. 

5.  The  San  Francisco  Housing  Authority  will  not  permit  these  policies  to  be  subverted  for 
personal  or  political  favors.  The  San  Francisco  Housing  Authority  will  not  offer  units  in  an 
order  different  from  that  prescribed  by  this  policy,  since  doing  so  violates  the  policy,  federal 
law  and  the  civil  rights  of  the  other  families  on  the  waiting  list  [24  CFR  960.204(a){3)(ii)]. 

B.         Addressing  Barriers  to  Equal  Housing  Opportunities 

1.  The  San  Francisco  Housing  Authority  will  identify  and  eliminate  situations  or  procedures 
that  create  a  bamer  to  equal  housing  opportunity  for  all.  In  accordance  with  Section  504, 
and  the  Fair  Housing  Amendments  Act  of  1988,  the  San  Francisco  Housing  Authority  will 
relocate  a  resident  uith  a  disability  to  a  unit  with  necessary  accommodations.  If  there  is  no 
accessible  uiut  available,  SFHA  will  make  structural  modifications  to  its  housing  and  non- 
housing  facilities  [24  CFR  8.21,  8.23,  8.24,  and  8.25]  and  make  reasonable  accommodations  [24 
CFR  100.204],  or  combinations  of  the  structural  modifications  and  reasonable 
accommodations,  to  permit  persons  with  disabilities  to  take  full  advantage  of  the  housing 
program. 

2.  In  making  reasonable  accommodations  or  structural  modifications  to  existing  housing 
programs  [24  CFR  8.24]  or  in  carrying  out  other  alterations  [24  CFR  8.23  (b)]  for  otherwise 
qualified  persons  with  disabilities,  the  San  Francisco  Housing  Authority  is  not  required  to: 

a)  Make  each  of  its  existing  facilities  accessible  [24  CFR  8.24  (a)  (1)];  or  make  structural 
alterations  when  other  methods  can  be  demonstrated  to  achieve  the  same  effect  [24 
CFR  8.24(b)]; 

b)  Make  structural  alterations  that  require  the  removal  or  altering  of  a  load-bearing 
structural  member  [24  CFR  8.32  (c)]; 


Except  that  SFHA  is  obliged  to  offer  reasonable  accommodations  to  applicants  with  disabilities.  This  will  not 
affect  SFHA's  screening  or  eligibility  standards,  but  might  require  SFPiA  to  revise  its  procedures  or  practices  in 
carrying  out  those  standards. 

This  requirement  applies  to  services  provided  by  the  San  Francisco  Housing  Authority  and  by  delegate  agencies 
that  operate  on  SFHA  property.  Thus,  a  health-screening  program  offered  by  the  local  health  department  in  a 
SFHA  community  room  must  be  fully  accessible  to  persons  with  disabilities. 
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c)  Provide  an  elevator  in  any  multifamily  housing  project  solely  for  the  purpose  of 
locating  accessible  units  above  or  below  the  grade  level  [24  CFR  8.26]; 

d)  Take  any  action  that  would  result  in  a  fundamental  alteration  in  the  nature  of  the 
program  [24  CFR  8.24  (a)  (2)];  and 

e)  Take  any  action  that  would  result  in  an  undue  financial  and  administraLiN^e  burden  on 
the  Authority  [24  CFR  8.24  (a)  (2)].  This  is  not  applicable  to  housing  undergoing 
substantial  alteration. 

f)  When  the  San  Francisco  Housing  Authority  is  making  substantial  alterations  (in 
developments  with  15+  units,  work  whose  value  exceeds  75%  of  the  replacement 
cost  of  the  facility)  to  an  existing  housing  facility  [24  CFR  8.23]  the  San  Francisco 
Housing  Authority  is  not  required  to: 

(1)  Provide  an  elevator  in  any  multifamily  housing  project  solely  for  the  purpose 
of  locating  accessible  units  above  or  below  the  grade  level  [24  CFR  8.26]; 

(2)  Make  structural  alterations  that  require  the  removal  or  altering  of  a  load- 
bearing  structural  member  [24  CFR  8.32  (c)];  and 

(3)  Make  structural  alterations  to  meet  minimum  accessibility  requirements 
where  it  is  structurally  impracticable.  Structural  impracticability  is  defined  as: 
Changes  having  litde  likelihood  of  being  accomplished  without  removing  or 
altering  a  load-bearing  structural  member  and/or  incurring  an  increased  cost 
of  50%  or  more  of  the  value  of  the  element  of  the  building  or  facility 
involved  [24  CFR  8.32  (c)  and  40,  Uniform  Federal  Accessibility  Standards,  3.5  and 
4.1.6(3)]. 

C.         Office,  Facility,  and  Program  Accessibility 

1.  SFHA  offices,  facilities  and  programs  used  by  residents  must  be  accessible  to  residents  with 
a  full  range  of  disabilities.  If  offices,  facilities  and  programs  are  not  accessible  (and  located 
on  accessible  routes),  some  will  be  made  so,  subject  to  the  undue  financial  and 
administrative  burden  test.  As  an  alternative,  when  comparable  facilities  or  programs  exist  in 
accessible  and  non-accessible  formats,  the  San  Francisco  Housing  Authonty  may  provide 
accessible  transportation  to  the  accessible  facility  to  permit  participation  in  the  program  [24 
CFR  8.20  and  8.21]. 

2.  Documents  Intended  for  use  by  applicants  and  residents  will  be  made  available  in  formats 
accessible  for  those  who  have  vision  or  hearing  disablliries.  For  applicants  or  residents  who 
have  limited  reading  skills,  staff  will  read  and  explain  documents  that  are  normally  handed 
out  to  be  read  or  completed  [24  CFR  8.6]. 

3.  At  the  point  of  initial  contaa,  the  San  Francisco  Housing  Authority  staff  will  ask  all 
applicants  whether  they  need  some  form  of  communication  other  than  plain  language 
paperwork  Alternative  forms  of  communication  might  include:  sign  language  interpretation, 
having  materials  explained  orally  by  staff,  either  in  person  or  by  phone,  large  type  materials, 
information  on  tape,  and  having  someone  (friend,  relative  or  advocate)  accompany  the 
applicant  to  receive,  interpret  and  explain  housing  materials  [24  CFR  8.6]. 
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4.  Staff  will  be  trained  to  provide  examples,  verbally  and  in  written  format,  of  complicated 
concepts  such  as  eligibility,  rent  computation,  applicant  screening,  reasonable 
accommodations,  and  lease  compliance  to  enable  applicants  with  learning  or  cognitive 
disabilities  to  understand  as  much  as  possible  [24  CFR8.6]. 

5.  At  a  minimum  the  San  Francisco  Housing  Authority  will  prepare  the  following  information 
in  clearly  written  and  accessible  formats: 

a)  Marketing  and  informational  materials 

b)  Informauon  about  the  application  process 

c)  The  applicauon  form 

d)  All  form  letters  and  notices  to  applicants  and  residents 

e)  General  statement  about  reasonable  accommodation 

f)  Orientauon  materials  for  new  residents 

g)  The  lease  and  house  rules  (if  any) 

h)  Guidance  or  instructions  about  care  of  the  housing  unit 

i)  Information  about  opening,  updating  or  closing  the  waiting  list 

j)  All  information  related  to  applicant's  rights  (to  informal  hearings,  etc.) 

D.  Providing  Information  in  Languages  Other  than  English 

1.  Wherever  possible  and  whenever  dictated  by  significant  population  concentrations  of 
persons  speaking  other  languages,  the  above  mentioned  materials  and  messages  will  also  be 
made  available  in  other  languages  ^ 

2.  Applicants  and  residents  with  low  English  comprehension  may  fumish  an  interpreter  to 
assist  in  communications  with  SFHA  offices  or  programs.  The  San  Francisco  Housing 
Authority  is  not  required  to  pay  the  costs  associated  with  having  a  foreign  language 
interpreter  [24  CFR  8.6]. 

E.  Marketing  and  Informational  Materials 

1.  The  San  Francisco  Housing  Authority  will  condua  outreach  activities  as  needed  to  maintain 
an  adequate  appHcation  pool  representative  of  the  eligible  population  in  the  area.  Outreach 
efforts  are  determined  by  the  vacancy  level  at  SFHA  sites,  availability  of  units  through 
turnover,  and  waiting  list  characteristics.  The  San  Francisco  Housing  Authority  wiU 
periodically  assess  these  factors  in  order  to  determine  the  need  for  and  scope  of  any 
marketing  efforts. 

2.  Marketing  and  informational  materials  will  be  subject  to  the  foUo-^ing: 


24  CFR  5.502  requires  that  any  notice  or  document  relative  to  citizen  or  eligible  immigrarion  status,  where 
feasible,  be  provided  to  an  applicant  or  tenant  in  a  language  that  is  understood  by  the  individual  if  the  individual 
is  not  proficient  in  English. 
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a)  All  marketing  matenals  must  comiply  uith  Fair  Housing  Aa  requirements  with 
respect  to  wording,  logo,  size  of  type,  etc.  [24  CFR 110]; 

b)  Marketing  will  describe  the  housing  uiuts,  application  process,  waiting  list  and 
preference  structure  accuratel}'-, 

c)  Marketing  materials  will  nik  L'  clear  who  is  eligible:  low  income  individuals,  families 
who  may  be  elderly  and  or  have  a  disability,  and  families  eligible  because  of  mixed 
income  requirements; 

d)  Marketing  will  be  written  in  simple,  clear  language  and  will  use  more  than  strictly 
English-language  print  media; 

e)  Marketing  materials  will  clearly  describe  the  San  Francisco  Housing  Authority's 
responsibility  to  provide  reasonable  accommodations  or  modifications  to  people 
with  disabilities;  and 

f)  An  effort  will  be  made  to  target  all  agencies  that  serve  and  advocate  for  potentially 
qualified  applicants  (e.g.  applicants  with  disabilities,  to  ensure  that 
accessible/adaptable  units  are  used  by  people  who  can  best  take  advantage  of  their 
features). 

II.      Eligibility  FOR  Admission 

A.         Qualification  for  Admission 

1.  The  San  Francisco  Housing  Authority  will  admit  only  qualified  applicants\  SFHA's  housing 
win  not  be  housing  of  last  resort. 

2.  An  applicant  (individual  or  family)  is  qualified  by  meeting  all  of  the  following  criteria: 

a)  Is  a  family  as  defined  in  Secuon  XIV  of  this  policy  [24  CFR  5.403]; 

b)  Heads  a  household  in  which  at  least  one  member  declares  either  citizenship  or 
verifiable  eligible  immigration  status.  [24  CFR  200,  and  Subtitle  G;  Sec.  592  of  the  "Quality 
Housing  and  Work  Responsibility  Act  of  1998"  herein  called  "QHWRA"];  See  the  SFHA 
policy  on  Restricdons  on  Housing  Assistance  to  Non-Citizens,  (Appendix  A). 

c)  Has  an  Annual  Income  at  the  time  of  admission  that  does  not  exceed  the  income 
limits  for  occupancy  established  by  the  Department  of  Housing  and  Urban 
Development  [24  CFR  5.405(a)]. 

d)  Provides  a  Social  Security  number  for  each  family  member  age  6  years  or  older,  or 
certifies  that  a  household  member  does  not  have  a  Social  Security  number  [24  CFR 
Part.5]; 

e)  Meets  or  exceeds  the  Applicant  Screening  Criteria  set  forth  in  Section  III,  Paragraph 
D  of  this  document,  including  attending  and  successfully  completing  a  SFHA- 
approved  orientation  class  [24  CFR  960.205]. 


The  term  "qualified"  refers  to  applicants  who  are  eligible  and  able  to  meet  the  applicant  selection  standards.  This 
term  is  taken  from  24  CFR  8.3  "Definition  of  qualified  individual  with  disabilities." 
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B.         Ineligibility  for  Admission  and  Placement  on  the  Waiting  List 

1.  No  applicant  may  use  a  SFHA  public  housing  address  unless  they  are  on  the  public  housing 
lease  for  that  unit. 

2.  Persons  are  ineligible  for  admission  into  the  SFHA  public  h'  .-.mg  program  if  the  applicant 
owes  any  back  rent,  utilities,  or  damages  to  the  SFHA  under  the  public  housing  or  Section  8 
program,  or  any  other  Housing  Authority  or  Section  8  program. 

3.  Under  the  policy  for  S(yeerungcoTd  Evictkn  for  Dmg  and  Other  Crinvnd  of  this  document 
(see  Section  V)  [QHWRA;  Sec.  576],  persons  are  ineligible  for  housing  assistance  for  any  of 
the  following: 

a)  Any  member  of  an  applicant  household  who  has  been  evicted  from  public  housing 
or  a  Section  8  unit  because  of  drug-related  criminal  aaivity  within  three  years  of  the 
eviction  date  is  ineligible  unless  the  eviaed  tenant  successfully  completes  a 
rehabilitation  program  approved  by  the  San  Francisco  Housing  Authority  (which 
shall  include  a  waiver  of  this  subsection  if  the  circumstances  leading  to  eviction  no 
longer  exist)  [QHWRA;  Sec.  576(a)]; 

b)  If  the  SFHA  determines  that  an  applicant  or  any  member  of  the  applicant's 
household  is  or  was,  during  a  reasonable  time  prior  to  the  date  when  the  applicant 
household  would  otherwise  be  selected  for  admission,  engaged  in  any  drug-related 
criminal  activity,  violent  criminal  activity,  or  other  criminal  activity  which  would 
adversely  affect  the  health,  safety,  or  right  to  peaceful  enjoyment  of  the  premises  by 
other  resident  the  SFHA  shall: 

1)  Deny  such  applicant  admission  to  the  program  or  to  federally  assisted 
housing;  and 

2)  After  the  expiration  of  the  reasonable  period  beginning  upon  such  activity, 
require  the  applicant,  as  a  condition  of  admission  to  the  program  or  federally 
assisted  housing,  to  submit  to  the  SFHA  evidence  sufficient  (as  provided  by 
regulation)  to  ensure  that  the  individual  or  individuals  in  the  household  who 
engaged  in  criminal  activity  for  which  denial  was  made,  have  not  engaged  in 
any  criminal  activity  during  such  reasonable  period.  [QHWRA;  Subtitle  F;  Sec. 
576(c)] 

For  the  purpose  of  reviewing  police  records  for  histories  of  criminal  activity,  the 
Authority  will  consider  ten  (10)  years  prior  to  an  admissions  determination,  a 
reasonable  period  of  time  to  check  convictions  and  patterns  of  criminal  activity. 

Dmg-related  crinrinal  activiiy  is  defined  as  "the  illegal  manufacture,  sale,  distribution,  use, 
or  possession  with  intent  to  manufacture,  sell,  distribute,  or  use,  of  a  controlled 
substance... ."  [42  USC  1437d] 

c)  The  Authority  determines  any  member  of  an  applicant  household  is  illegally  using  a 
controlled  substance;  or 
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d)  The  Authority  determines  that  there  is  reasonable  cause   to  believe  that  such 

member's  illegal  use  (or  pattern  of  illegal  use)  of  a  controlled  substance,  or  abuse  (or 
pattern  of  abuse)  of  alcohol  may  interfere  with  the  health,  safety,  or  right  to  peaceful 
enjoyment  of  SFHA  property  by  residents  and  employees. 

$'.'  At  the  time  of  initial  Intake,  applicants  will  be  asked  to  verify  that  the  above  items  do  ..ot 
apply  to  their  application. 

6.  Not  withstanding  any  other  provision  of  law,  no  individual  shall  be  considered  a  person  with 
disabilities,  for  the  purposes  of  eligibility  for  low-income  housing,  solely  on  the  basis  of  any 
drug  or  alcohol  dependence.  [QHWRA;  Subtitle  A;  Sec.  506(3)] 

7.  Not  withstanding  any  other  provision  of  law,  the  SFHA  shall  prohibit  admission  to  all 
federally  assisted  housing  to  any  applicant  household  that  includes  any  individual  who  is 
subject  to  a  lifetime  registration  requirement  under  a  State  sex  offender  registration  program. 
[QHWRA;  Subtitle  F;  Sec.  578(a)] 

8.  The  SFHA  shall  permanently  deny  admission  to  all  federally  assisted  housing,  any  applicant 
or  household  member  who  has  been  convicted  of  manufacturing  or  producing 
methamphetamine  (commonly  referred  to  as  speed).  [Sec.  16;  subsection(f)  of  the  USHA  as 
amended  by  Sec.  428  of  the  FY  1999  Appropriations  Act] 

C.         Consideration  of  Rehabilitation 

1.  When  making  determinations  concerning  applicant  eligibility,  SFFIA  may  consider  whether 
the  applicant  household  member  in  question  can  demonstrate  that: 

a)  They  have  successfully  completed  a  supervised  drug  or  alcohol  rehabilitation 
program,  are  no  longer  engaging  in  illegal  use  of  a  controlled  substance  or  abuse  of 
alcohol,  and  have  been  "clean  and  sober"  for  a  period  of  no  less  than  twelve  (12) 
months;  or 

b)  They  have  been  otherwise  rehabilitated  successfully,  are  no  longer  engaging  in  illegal 
use  of  a  controlled  substance  or  abuse  of  alcohol,  and  have  been  "clean  and  sober" 
for  a  period  of  no  less  than  twelve  (12)  months. 

2.  The  San  Francisco  Housing  Authority  may  make  inquiries  to  a  drug  abuse  treatment  facility 
that  are  solely  related  to  whether  the  applicant  household  member  in  question  is  currentiy 
engaging  in  the  illegal  use  of  a  controlled  substance  in  cases  where: 

a)  The  Authority  receives  information  from  the  criminal  record  of  the  applicant  that 
iadicates  evidence  of  a  prior  arrest  or  conviction;  or 

b)  The  Authority  receives  information  from  the  records  of  prior  tenancy  of  the 
applicant  that  demonstrates  that  the  applicant  engaged  in  the  destruction  of  property; 
engaged  in  violent  activity  against  another  person;  or  interfered  with  the  right  of 
peaceful  enjoyment  of  the  premises  of  another  tenant.  [QHWRA;  Subtitle  F;  Sec.  575 
(u)(l);3(B)(I)(II)] 
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3.  For  persons  who  pre'viously  have  been  eviaed  from  public  housing  for  drug-related  criminal 

activity,  they  must  provide  the  SFHA  with  verifiable  evidence  that  the  circumstances  leading 
to  the  eviction  no  longer  exist.  [42  USC  1437d] 

D.  Confidentiality         -*" 

The  San  Francisco  Housing  Authority,  as  part  of  its  applicant  screening  process,  requires  criminal 
background  report  information  on  all  adult  household  members,  credit  reports,  and  evictions 
records  in  addition  to  any  and  all  other  inquiries  it  deems  essential  to  determining  the  suitability  of 
each  applicant  household  for  admission  or  continued  occupancy.  The  Authority  will  use  this 
information  only  for  the  purposes  of  eligibility  determinadon  and  such  information  will  not  be 
disclosed  to  any  person  who  is  not  an  officer,  employee,  or  authorized  representative  of  the  agency 
and  who  has  a  job-related  need  to  have  access  to  the  information  in  cormection  with  admission  of 
applicants,  eviction  of  tenants,  or  termination  of  assistance.  For  judicial  eviction  proceedings, 
disclosures  may  be  made  to  the  extent  necessary  to  present  the  case. 

E.  Penalty 

Any  person  who  kno^wingly  and  willfully  requests  or  obtains  any  information  concerning  an 
applicant  for,  or  tenant  of,  covered  housing  assistance  pursuant  to  the  authority  under  this 
subsection  under  false  pretenses,  or  any  person  who  knowingly  and  willfully  discloses  any  such 
information  in  any  manner  to  any  individual  not  entided  under  any  law  to  receive  it,  shall  be  guilty  of 
a  misdemeanor  and  fined  not  more  than  $5,000.  The  term  'person',  as  used  in  this  paragraph, 
includes  an  officer,  employee,  or  authorized  representative  of  the  San  Francisco  Housing  Authority. 

F.  Civil  Action 

Any  applicant  for,  or  tenant  of,  any  covered  housing  assistance  affected  by  (A)  a  negligent  or 
knowing  disclosure  of  information  referred  to  in  this  subsection  about  such  person  by  an  officer, 
employee,  or  authorized  representative  of  the  San  Francisco  Housing  Authority,  which  disclosure  is 
not  authorized  by  this  subsection,  or  (B)  any  other  negligent  or  knowing  action  that  is  inconsistent 
with  this  subsection,  may  bring  a  civil  action  for  damages  and  other  such  relief  as  may  be 
appropriate  against  the  SFHA  for  such  imauthorized  action.  The  San  Francisco  District  Court  of  the 
United  States,  if  the  affected  applicant  or  resident  resides  in  said  district  shall  have  jurisdiction  in 
such  matters.  Appropriate  relief  that  may  be  ordered  includes  reasonable  attorney's  fees  and  other 
litigation  costs.  [QHWRA,  Sec.  575(C)(5)(6)(7)] 

III.     Processing  of  Applications 

SFHA  accepts  and  processes  all  applications  in  accordance  with  applicable  HUD  Reguladons. 
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A,  Registration  (Pre-Application)  Process^ 

1.  Registration  packets  and  information  sheets  will  be  available  at  all  developments,  senior 
buildings  and  the  Eligibility  Department. 

2.  Registration  packets  include:  a  list  of  the  developments  and  buildings  by  name,  type  of 
housing  and  address;  a  list  of  estimated  waiting  times  for  each  sire  (updated  quarterly);  and 
an  explanation  of  waiting  lists. 

3.  Information  sheets  will  be  available  for  all  sites.  Information  sheets  will  include  a  brief 
description  of  each  particular  development  or  senior  bmlding,  its  amenities,  unit  sizes,  and 
the  surrounding  neighborhood. 

4.  Offers  of  housing  will  be  made  only  by  the  Eligibility  Department. 

B.  Waiting  List  Management 

1.  The  Authority's  waiting  list  is  administered  according  to  HUD  regulations  and  any  applicable 
court  orders.  Applicants  are  placed  on  the  waiting  list  by  bedroom  size,  by  date  and  time  of 
application  and  any  applicable  preferences. 

2.  SFHA  will  update  the  waiting  list  at  least  once  a  year  by  removing  the  names  of  those 
families  who  are  no  longer  interested,  no  longer  qualify  for  housing,  or  cannot  be  reached  by 
telephone  or  mail.  At  the  time  of  initial  intake,  SFHA  wOl  advise  families  of  their 
responsibility  to  notify  the  SFHA  when  their  circumstances,  mailing  address  or  phone 
numbers  change. 

3.  Opening  and  closing  waiting  lists: 

a)  SFHA,  at  its  discretion,  may  restrict  application  intake,  suspend  application  intake, 
and  close  waiting  lists  in  whole  or  in  part.  SFHA  may  elect  to:  close  a  waiting  list 
completely;  close  a  list  during  certain  times  of  the  year,  or  restrict  intake  by 
preference  (including  income  in  a  mixed  income  property),  type  of  projea,  by 
bedroom  size,  or  type  of  dwelling  unit. 

b)  Decisions  about  closing  the  waiting  list  will  be  based  on  the  number  of  applications 
available  for  a  particular  size  or  type  of  unit,  the  number  of  applicants  who  qualify 
for  a  preference,  and  the  ability  of  SFHA  to  house  an  applicant  in  an  appropriate 
unit  within  a  twelve-month  period.  SFHA  will  publicly  announce  any  decision  to 
close  a  waiting  list,  restrict  intake,  or  re-open  a  waiting  list. 

c)  During  the  period  when  the  waiting  list  is  closed,  SFHA  will  not  maintain  a  list  of 
individuals  who  wish  to  be  notified  when  the  waiting  list  is  reopened. 

4.  Change  in  preference  status  while  on  the  waiting  list 


'      Alternative  formats  and  languages  are  available  upon  request. 
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a)  Applicants  are  responsible  for  contaaing  SFHA  when  the  farruly  experiences  a 
change  in  the  circumstances  that  qualiGes  applicants  for  a  housing  preference.  Upon 
such  notification,  SFHA  wtH  review  the  family's  preference  status  and  adjust  their 
position  on  the  waiting  list  accordingly. 

b)  SFHA  will  inform  applicants  in  writing  of  how  the  change  In  st-  -  has  affected  the 
family's  place  on  the  waiting  list. 

5.  Applicants  must  notify  SFHA  of  any  change  in  address. 

a)  If  applicants  fail  to  respond  to  any  SFHA  correspondence,  or  if  any  mail  sent  from 

SFHA    to    the    applicant    is    returned    undelivered,    the    SFHA   will    mail    the 
correspondence  by  certified  mail,  and  will  document  the  file. 

If  there  is  no  response  to  the  certified  correspondence,  or  if  the  correspondence  is  returned 
to  the  SFHA,  the  applicant  will  be  dropped  from  the  waiting  list. 

Reasonable  accommodation  for  persons  with  disabilities,  serious  medical  conditions,  or 
emergencies  will  be  considered  on  a  case-by-case  basis. 

C.         Applicant  Interviews  and  Verification  Documents 

1.  SFHA  will  schedule  applicant  interviews  as  families  approach  the  top  of  their  site-specific 
waiting  list.  In  this  interview,  the  following  items  will  be  verified  to  determine  qualification 
for  admission  to  public  housing: 

a)  Family  composition  and  type  (Elderly/Disabled/Non-elderly) 

b)  Annual  Income 

c)  Assets  and  Asset  Income 

d)  Allowance  Information 

e)  Preferences 

f)  Social  Security  Numbers  of  all  Family  Members 

g)  Information  Used  in  Applicant  Screening 

2.  SFHA  will  verify  all  applicants'  claims  by:  a  written  third  party  verification;  phone 
verifications  with  the  results  recorded  m  the  applicant  fUe  with  staff  signature;  or,  if  no  other 
form  of  verification  is  available,  applicant  certification.  Applicants  must  sign  releases, 
verification  consent  forms,  and  otherwise  cooperate  fuUy  In  obtaining  or  providing  the 
necessary  verifications.  Failure  on  any  applicant's  part  to  provide  or  sign  the  required 
documents  wHl  result  In  the  rejection  of  the  application  and  removal  from  the  waiting  list. 

3.  SITiA  will  obtain  a  declaration  of  citizenship  or  eligible  immigration  status  from  every 
household  member,  or  a  declaration  on  non-contendmg  status. 
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4.  Applicants  reporting  zero  income  must  complete  a  family  expense  form.  With  this  form 
applicants  will  estimate  the  money  spent  on:  food,  beverages,  transportation,  health  care, 
childcare,  debts,  household  items,  etc.  Also,  applicants  will  be  asked  about  the  status  of  any 
application  or  benefits  through  Temporary  Assistance  for  Needy  Families  or  other  similar 
programs.  "Zero  income"  applicants  who  are  admined  into  SFHA  must  undergo  monthly 
re-cci  ciHcations  of  income  according  the  Residential  Lease  Agreement  and  Contraa  every  90 
days. 

5.  Applicant  files  shall  indicate  the  date  and  time  of  receipt  of  pubKc  housing  information  and 
SFHA's  determination  of  eligible  or  ineligible.  Eligible  applicant  files  will  also  include:  the 
unit  size  needed;  a  completed  Unit  Requirements  Questionnaire;  any  applicable  preference 
rating;  and  a  history  of  housing  offers  highlighting  the  date,  unit  address,  and  the 
circumstances  of  each  vacancy  offered  and  accepted  or  refused.    ' 

D.        Applicant  Screening  Criteria 

L  All  SFHA  applicants  will  be  screened  in  accordance  with  HUD's  regulations  [24  CFR  960; 

QHWRA]  and  SFHA  Applicant  Screening.  The  regulations  require  an  assessment  of  the 
behavior  of  each  applicant  with  respect  to  the  essential  obligations  of  tenancy  as  expressed 
in  the  Authority's  lease. 

2.  All  applicants  must  demonstrate  through  an  assessment  of  current  and  past  behavior  the 
ability: 

a)  To  pay  rent  and  other  charges  as  required  by  the  SFHA  Residential  Lease  Agreement 
and  Contract  in  a  timely  manner; 

b)  To  care  for  and  avoid  damaging  the  unit  and  common  areas; 

c)  To  use  facilities  and  equipment  in  a  reasonable  way; 

d)  To  create  no  health,  or  safety  hazards,  and  to  report  maintenance  needs; 

e)  Not  to  interfere  with  the  rights  and  peaceful  enjoyment  of  others,  and  to  avoid 
damaging  the  property  of  others; 

f)  Not  to  engage  in  any  activity  that  threatens  the  health,  safety  or  right  to  peaceful 
enjoyment  of  other  residents  or  staff; 

g)  Not  to  engage  in  drug-related  criminal  activity  or  illegal  drug  or  alcohol  abuse; 

h)  To  comply  with  necessary  and  reasonable  rules  and  program  requirements  of  HUD 

and  the  SFHA;  and 

i)  To  comply  with  health  and  safety  codes. 

3.  The  applicant's  signature  on  the  application  and  all  other  necessary  consent  forms  authorizes 
SFHA  to  make  necessary  inquiries  into  the  applicant's  behavior  or  background  as  it  relates 
to  lease  compliance.  This  includes  obtaining  arrest  and  conviaion  information  in  order  to 
determine  the  likelihood  of  lease  compliance. 
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4.  Information  requested  for  applicant  screening  shall  be  reasonably  related  to  assessing  the 
conduct  of  the  applicant  and  other  family  members  hsted  on  the  application.  Any  costs 
incurred  to  complete  the  application  process  and  screening  must  be  paid  by  the  SFHA. 

5.  Screening  factors  used  in  the  application  process  include,  but  are  not  limited  to:  credit  check, 
payment  history  for  utility  ■  rges,  current  and  prior  landlord  histories,  a  home  visit 
(housekeeping  inspection)  and  criminal  background  checks  (including  arrest  history).  If 
necessary,  fingerprints  will  be  used  to  assure  the  accuracy  of  background  information 
obtained.  Failure  to  meet  the  requirements  of  these  "checks"  will  result  in  applicant 
rejection. 

6.  As  part  of  the  screening  process,  all  applicants  will  be  required  to  complete  a  pre-occupancy 
briefing  designed  by  SFHA  or  by  the  resident  leadership  if  offered  at  the  site  of  intended 
residency  and  approved  by  SFHA.  In  all  cases,  a  pre-occupancy  briefing  must  be  completed 
prior  to  occupancy  of  a  unit.  Failure  to  attend  and  satisfactorily  complete  the  briefing  will 
result  in  rejection  of  the  application  and/or  withdrawal  of  a  unit  offer. 

7.  Applicants  determined  eKgible  and  suitable  for  admission  will  be  notified  by  mail  or  in  a 
format  designated  by  the  applicant.  This  notice  will  include  the  approximate  date  of 
occupancy.  However,  since  the  date  is  an  estimate,  applicants  should  not  expect  to  be 
housed  by  that  date.  The  availability  of  a  suitable  unit  to  offer  a  family  is  contingent  upon 
factors  not  directly  controlled  by  SFHA  such  as  turnover  rates  and  market  demands,  as  they 
affect  bedroom  sizes  and  project  location  [24  CFR  960.207  (b)]. 

8.  Applicants  determined  to  have  negative  items  revealed  during  the  screening  process  will  be 
given  the  opportunity  through  a  meeting,  to  present  any  "mitigating"  circumstances  that  the 
SFHA  win  consider  before  rendering  a  determination  for  rejection  of  admission.  Thereafter, 
applicants  unqualified  for  admission  will  be  prompdy  notified.  These  applicants  will  receive  a 
Notice  of  Rejection  from  SFHA,  stating  the  basis  for  such  determination.  SFHA  shall 
provide  such  applicants  with  an  opportunity  for  an  informal  hearing  of  the  determination. 
The  informal  hearing  for  applicants  should  not  be  confused  with  the  resident  grievance 
process.  Applicants  are  not  entided  to  use  of  the  resident  grievance  process  except  for  denial 
of  admission  because  the  PHA  has  determined  that  no  one  in  the  family  is  a  citizen,  national, 
or  eligible  immigrant.  [24  CFR  960.207(a)] 

9.  In  addition  to  mitigating  circumstances,  applicants  who  are  known  to  have  a  disability  and 
have  been  determined  eligible  but  who  fail  to  meet  the  screening  criteria,  will  be  offered  the 
opportunity  to  have  their  cases  examined  to  determine  whether  reasonable  accommodations 
will  make  it  possible  for  them  to  be  housed  in  accordance  with  SFHA  Screening  Procedures, 
as  descnbed  in  this  document. 

E.         Resident  Participation  in  the  Intake  and  Screening  Process  [24  CFR  960.206(c)] 
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Resident  Involvement  in  Home  Visits  —  SFHA  will  offer  residents  and  resident  entities  (i.e. 
RMC,  Tenant  Associations,  Resident-CKvned  Businesses)  the  opportunity  to  participate  in 
the  home  visit  process.  Individual  residents  may  be  designated  by  a  Resident  Advisory 
Council;  hired  as  members  of  the  Home  Visit  Team;  or  SFHA  may  contract  with  a  resident 
entity  or  others  to  conduct  the  home  visits. 

All  applicants  must  pass  a  Home  Visit  (housekeeping  inspection)  as  part  of  the  screening 
process.  Home  Visit  teams  will  report  to  and  be  monitored  by  the  SFHA's  Eligibility 
Department.  Individuals  who  conduct  a  home  visit  will  be  required  to  successfully  complete 
HQS  training  and  training  on  fair  housing  laws  to  be  provided  by  the  Customer  Services 
Department.  [24  CFR;  964.135(b)] 

Mitigating  Circumstances  Review  Board  -  As  required  by  24  CFR  960.205  (d),  SFHA  will 
consider  mitigating  circumstances  for  negative  information  received  that  would  likely  result 
in  the  rejection  of  an  appKcation  for  housing.  SFHA  will  refer  the  case  to  a  Mitigating 
Circumstances  Review  Board.  It  is  the  policy  of  SFHA  to  include  residents  on  this  Board. 
[24  CFR;  964.135(b)] 

a)  The  Mitigating  Circumstances  Review  Boards  shall  consist  of  one  (1)  Eligibility 
Department  staff,  one  (1)  Housing  Manager  from  a  SFHA  development  and  one  (1) 
resident  as  determined  by  the  Administrative  Direaor  of  the  SPTiA's  Customer 
Services  Department.  Upon  the  implementation  of  this  policy,  each  SFHA 
development  RMC  or  Tenant  Association  will  nominate  one  (1)  resident  and  one  (1) 
resident  alternate  from  their  site.  These  residents  will  be  the  persons  from  which 
resident  members  of  the  Mitigating  Circumstances  Review  Boards  will  be  chosen. 
Residents  and  housing  managers  will  serve  on  a  rotating  basis. 

b)  Resident  Mitigating  Circumstances  Review  Board  members  will  be  held  to  the  same 
ethical  and  privacy  standards  as  SFHA  employees  and  must  sign  binding  statements 
to  that  effect.  Residents  serving  on  the  Board  are  subject  to  applicable  fair  housing 
laws  and  will  be  required  to  successfully  complete  training  on  fair  housing  laws  to  be 
provided  by  the  Customer  Services  Department.  Violations  of  ethical  or  privacy 
standards  or  discrimination  by  any  board  member  will  result  in  dismissal  from  the 
Board.  The  recommendations  of  a  Mitigating  Circumstances  Review  Board  are 
advisory  and  in  all  cases  the  final  decision  regarding  admission  to  SFHA  shall  be  with 
the  Administrative  Director  of  the  Customer  Services  Department. 

Resident  involvement  in  applicant  pre-occupancy  orientation  —  All  applicants  are  required 
to  complete  a  pre-occupancy  briefing  designed  by  SFHA  or  by  the  resident  leadership.  A 
pre-occupancy  briefing  may  be  designed  to  address  Authority-wide  issues,  site-specific 
issues,  or  a  combination  of  both.  While  SFHA  and  its  residents  will  design  the  orientation, 
all  orientations  will  be  required  to  include  the  following  topics: 

a)  Rights  and  responsibilities  of  SFHA  and  the  resident; 

b)  How  rent  is  calculated; 

c)  Security  issues; 

d)  Recertification  requirements; 

e)  The  lease; 
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f)  The  move-in  inspection; 

g)  Care  of  the  unit  and  how  to  request  maintenance; 

h)  Reasonable  accommodations  and  modifications  for  persons  with  disabilities; 

i)  Services  available  in  or  near  the  development; 

j)  The  resident  association; 

k)  How  to  conserve  utilities,  read  a  utility  bill,  and  family  budgeting; 

1)  Family  choice  of  rental  payment;  [QHWRA;  Sec.  523] 

m)  Site  specific  disaster/emergency  evacuation  plans. 

SFHA  may  contract  with  other  entities  to  deliver  the  pre-occupancy  orientations.  All 
applicants  must  attend  the  orientation  in  order  to  complete  the  screening  process.  Failure  to 
attend  the  orientation  will  result  in  the  rejection  of  the  applicant  and  removal  from  the 
waiting  list. 

4.  Admissions  Advisory  Committees  -  The  SFHA  encourages  RMC's  and  Tenant  Associations 
to  develop  Admissions  Advisory  Committees  (AAC).  This  policy  establishes  the  framework 
under  which  these  committees  must  operate: 

a)  An  AAC  will  interview  applicants  and  review  selected  information  about  applicants 
being  considered  for  housing  at  each  site; 

b)  AH  committees  will  use  a  standardized  questionnaire  developed  in  conjunction  with 
SFHA  and  approved  by  the  Administrative  Director  of  the  Customer  Services 
Department  prior  to  their  use; 

c)  Questionnaires  must  not  include  questions  previously  asked  by  the  Eligibility 
Department  during  the  admissions  process; 

d)  Residents  serving  on  an  AAC  are  subject  to  applicable  fair  housing  laws  and  will  be 
required  to  successfully  complete  training  on  fair  housing  laws  to  be  provided  by  the 
Customer  Services  Department; 

e)  Violations  of  ethical  or  privacy  standards  or  discrimination  by  any  committee 
member  will  result  in  dismissal  from  an  AAC; 

f)  Residents  involved  or  employed  by  SFHA  in  other  parts  of  the  screening  process 
(i.e.  Home  Visit  Teams,  Mitigating  Circumstances  Review  Boards,  etc.)  are 
prohibited  from  being  members  of  an  AAC. 

5.  Resident  Welcome  Committees  —  Sites  that  create  an  AAC  must  also  establish  a  program  of 
post-occupancy  follow-up  (sites  without  an  AAC  can  establish  a  program  at  their  discretion). 
The  AAC  will  work  with  the  Housing  Manager  to  design  a  follow-up  "welcome"  program 
for  new  residents  at  each  property.  The  objective  of  the  post  move-in  follow-up  will  be  to 
provide  additional  orientation  through  resident -to-resident  assistance  so  that  new  families  do 
not  become  isolated  and  issues  of  lease  noncompliance  (If  any)  can  be  addressed  early  in 
order  to  avoid  the  process  of  eviction.  Post-occupancy  foUow-up  must  include  at  least  one 
(1)  apartment  visit  within  30-60  days  of  new  resident  move-In. 

IV.     Factors  Affecting  the  Offering  Process 
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Certain  fattors,  such  as  bedroom  size,  accessible  features,  and  unit  designation,  affect  the 
"matctiing"  of  a  quahfied  applicant  family  to  a  housing  unit,  and  thereby  influence  offers  of  housing. 

A-         Bedroom  Size  and  Unit  Standards 

The  San  rrancisco  Housing  Authority  will  house  applicants  and  residents  according  to  their 
appropriate  bedroom  size.  Households  are  matched  to  units  according  to  family  size,  the  minimum 
and  maximum  persons  allowable  per  unit,  and  general  occupancy  standards  with  discretion 
permitted  to  accommodate  family  circumstances  and  family  choice. 

1.  The  SFHA  has  established  a  minimum  and  maximum  number  of  persons  allowable  per  unit 
using  the  standards  highlighted  in  the  table  below.  In  using  this  table,  the  living  room  or 
dining  room  will  not  be  used  as  a  bedroom. 

Minimum-Number-of-Persons-Per-Unit  Standard 

Number  of  Bedrooms  Max  Persons/Unit         Min  Persons/Unit 

OBR  1  1 

IBR  2  1 

2BR  4  2 

3BR  6  3 

4BR  8  6 

5BR  10  8 

6BR  12  10 

2.  SFHA  has  two  categories  of  occupancy  standards,  which  will  be  used  when  determining  the 
appropriate  bedroom  size  for  a  household:  standards  that  cannot  be  modified  and  standards 
that  may  be  modified. 

a)  The  following  standards  carmot  be  modified,  unless  it  is  a  case  of  reasonable 

accommodation  for  a  person  with  disabilities  or  at  the  discretion  of  the  Executive 
Director  or  designee. 

(1)  Two  children  of  the  same  sex,  regardless  of  age,  will  be  required  to  occupy 
the  same  bedroom; 

(2)  A  live-in  attendant  must  be  assigned  a  bedroom; 

(3)  An  unborn  child  shall  be  counted  as  a  person  in  determining  unit  size.  A 
single  pregnant  woman  shall  be  assigned  to  a  one-bedroom  unit; 
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(4)  Children  who  are  temporarily  away  from  the  home  because  of  placement  in 
foster  care,  kinship  care  or  away  at  school  will  be  considered  in  bedroom 
size; 

(5)  Housing  assistance  limitation  for  single  persons:  A  single  person  who  is  not 
elderly,  o"  _^erson  with  a  disability,  or  a  displaced  person  (a  person  that 
becomes  homeless  as  the  result  of  a  federally  declared  natural  disaster),  or  the 
remaining  member  of  a  resident's  family,  will  not  be  provided  a  housing  unit 
with  two  or  more  bedrooms.  [24  CFR  5.405(c)] 

(6)  A  displaced  person  (as  defmed  in  24  CFR  5.403)  may  occupy  a  unit  with  two 
or  more  bedrooms  if  zero-  to  one-bedroom  units  are  not  available  at  the  time 
of  the  displacement  designation.  However,  upon  recertification,  a 
displaced  person  is  subject  to  unit  standards'  and  will  be  housed  in  a 
unit  according  to  the  appropriate  bedroom  size; 

(7)  A  remaining  family  member  may  occupy  a  unit  with  two  or  more  bedrooms 
if  the  unit  in  which  they  reside  is  larger  than  a  one-bedroom  unit.  However, 
upon  recerdficauon,  the  remaining  family  member  is  subject  to  the  unit  size 
standards  and  will  be  housed  in  a  unit  according  to  the  appropriate  bedroom 
size. 

b)  To  expedite  an  offer  of  housing,  the  following  standards  may  be  modified  at  the 

request  of  the  family: 

(1)  Persons  of  different  generations  (parent,  child,  grandparent)  or  opposite  sex 
(other  than  husband  and  wife)  may  occupy  the  same  bedroom. 

(2)  Two  children  of  the  opposite  sex  may  share  a  bedroom 

(3)  A  single  head  of  household  parent  may  share  a  bedroom  with  his/her 
children. 

(4)  Any  requests  by  the  family  must  be  in  writing  and  will  be  documented  in 
their  applicant/housing  file. 

3.  Under  these  unit  standards,  applicant  households  may  be  eligible  for  more  than  one 
bedroom  size.  In  such  instances,  the  family  may  be  placed  on  waitlists  for  both  bedroom 
sizes.  For  example:  A  mother  with  an  infant  chooses  a  one-bedroom  unit  over  a  two- 
bedroom  unit  to  be  housed  quicker.  At  any  time  during  the  Admissions  process,  an  applicant 
may  remove  their  request  to  modify  occupancy  standards  to  be  housed  in  a  smaller  unit. 
This  action  will  not  be  considered  a  refusal  of  housing. 

4.  For  purposes  of  construction  or  rehabilitation  of  units,  the  unit  bedroom  size  distribution 
will  be  based  on  the  bedroom  size  demand  from  the  waiting  list,  census  tract  information 
regarding  the  average  size  of  low  income  families,  the  current  SFHA  population  (Including 
relocatees),  budgetaiy  and  spatial  limitations. 

B.         Accessible  Units 

Refer  to  Section  V,  Part  C. 
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C.  Designated  Units 

1.  Listed  below  are  four  types  of  designated  units.  When  such  matching  is  required  or 

permitted  by  law,  SFHA  will  give  preference  to  the  families  described  below: 

a)  Units  Designated  for  Elderly  Families  '  [24  CF?  945.201,  945.105,  945.203,  and  945.303]  — 
in  accordance  with  the  1992  Housing  Att,  ciderly  families  will  receive  a  preference 
for  admission  to  such  units  or  buildings  covered  by  an  approved  Allocation  Plan. 

b)  Units  Designated  for  Families  with  Disabilities  '  [24  CFR  945.105,  945.201,  945.203, 
945.205,  and  945.303]  —  in  accordance  with  the  1992  Housing  Act,  disabled  families 
will  receive  a  preference  for  admission  to  units  that  are  covered  by  an  approved 
Allocation  Plan; 

c)  Mixed  Population  Units  '°  [24  CFR  945.105  and  960.401,  960.403,  960.405,  960.407  and  24 
CFR  960.405]  —   in  accordance  with  the  1992  Housing  Act,  elderly  families  and 
families  with  disabilities  will  receive  equal  preference  for  admission  to  these  units. 
No  limit  win  be  established  on  the  number  of  elderly  versus  the  number  of  families 
with  disabilities  that  may  occupy  a  mixed  population  property, 

d)  Mixed  Licome  Units  -  units  designated  for  families  whose  income  is  between  40  to 
80  percent  of  the  San  Francisco  metropolitan  area  median  income  [24  CFR  5.410(e) 
and  24  CFR  5.415(b)(1)]. 

D.  Income  Targeting 

The  SFHA  shall  ensure  that  at  least  40%  of  its  new  admissions  each  fiscal  year  are  to  families  whose 
incomes  at  the  time  of  initial  occupancy  do  not  exceed  30%  of  the  San  Francisco  area  median 
income  (AMI). 

E.  Deconcentration 

The  SFHA's  local  preferences  are  designed  to  provide  for  deconcentration  of  poverty  and  income 
mixing  by  bringing  working  families  into  public  housing  developments.  The  SFHA's 
deconcentration  analysis  is  fully  described  in  the  PFL\  Plan.  The  SFHA  will  not  skip  names  on  the 
waiting  list  to  promote  deconcentration. 


Elderly  Family  means  a  family  whose  head,  spouse,  or  sole  member  is  a  person  who  is  at  least  62  years  of  age; 

or  two  or  more  persons  who  are  at  least  62  years  of  age  living  together;  or  one  or  more  persons  who  are  at  least 

62  years  of  age  living  with  one  or  more  live-in  aides. 

Disabled  Family  means  a  family  whose  head,  spouse,  or  sole  member  is  a  person  with  disabilities;  or  two  or 

more  persons  with  disabilities  living  together;  or  one  or  more  persons  with  disabilities  living  with  one  or  more 

live-in  aides. 

A  mixed  population  project  is  a  property  (or  portion  of  a  property)  that  was:  reserved  for  elderly  and  disabled 

families  at  its  inception  and  has  retained  that  character;  or  the  SFHA  obtained  HUD  approval  to  give  preference 

in  tenant  selection  to  elderly  and  disabled  families  [24  CFR  960.405].  These  were  formerly  known  as  elderly 

projects. 
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Local  Housing  Preferences 

Section  514  of  the  "Quality  Housing  and  Work  Responsibility  Act  of  1998"  (QHWRA) 
permanently  repealed  the  "Federal  Preferences"  (Involuntary  Displacement,  Substandard 
Housing,  and  Paying  More  Than  50%  Towards  Rent).  In  response  to  public  hearings 
conducted  in  the  development  of  this  Admissions  and  Continued  Occupaii  Policy,  the 
SFHA  has  adopted  the  old  "Federal  Preferences"  as  "Local"  preferences.  In  order  to  be 
consistent  with  HUD's  mandate  to  diversify  the  income  levels  within  public  housing 
developments,  the  SFHA  has  adopted  a  local  preferences  giving  priority  to  working  families 
[QHWRA;  Sec.  514].  The  criteria  for  the  local  preferences  shall  be  reasonably  related  to 
attaining,  to  the  maximum  extent  feasible,  a  tenant  population  in  each  development  that  is 
composed  of  families  with  a  broad  range  of  incomes.  The  Authority  has  adopted  local 
preferences  that  are  reasonably  calculated  to  attain  this  basic  objective  [24  CFR;  Sec. 
960.205(c)].  Applicant  families  who  qualify  for  a  local  preference  shall  have  preference  for 
admission. 

Definition  of  local  preferences 

a)  First,  preference  shall  be  given  to  applicants  whose  family  head  or  spouse  is 
employed  at  least  32  hours  per  week.  Employed  means  working  and  earning  wages. 
The  amount  of  earnings  shall  not  be  a  factor  in  granting  this  Local  Preference. 
Families  whose  family  head  or  spouse  or  whose  sole  remaining  member  is  62  years 
of  age  or  older  or  a  person  with  disabilities,  will  also  receive  this  preference. 

b)  Second,  preference  shall  be  given  to  families  whose  head  or  spouse  is  employed  at 
least  20  hours  per  week;  or  is  attending  an  accredited  institution  of  higher  learning 
(college,  trade  school,  vocauonal  school  or  a  GED  program)  full-time  and  the  course 
study  is  expected  to  lead  to  employment;  or  verifiable  participation  in  or  graduation 
from  an  accredited  job  training  program.  The  amount  of  earnings  shall  not  be  a 
factor  in  granting  this  preference. 

c)  Veterans'  preference  shall  be  given  to  veterans  and  surviving  spouses  of  veterans. 

d)  The  SFHA  shall  give  a  preference  to  recognize  victims  of  domestic  violence  qualified 
for  a  local  preference.  [QHWRA;  Sec  513] 

e)  The  Authority  has  adopted,  as  a  preference,  rent  burden,  or  families  paying  more 
than  50  percent  of  their  gross  monthly  income  for  rent  and  utilities. 

f)  The  Authority  has  adopted  substandard  housing  as  a  preference.  Substandard 
housing  is  defined  as: 

(1)         Dilapidated  housing: 

i.  Does  not  provide  safe  and  adequate  shelter  and  endangers  the  health, 

safety  or  well-being  of  family,  or 

ii.  Has  one  or  more  critical  defeas  or  combination  of  Intermediate 

defects  in  sufficient  number  or  extent  to  require  considerable  repair 
or  rehabilitation. 
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(2)  The  former  federal  preference  did  not  include  "overcrowded"  as  part  of  the 
definition  of  substandard  housing.  The  SFHA  does  not  include 
"overcrowded"  as  included  in  the  definition  of  substandard  housing. 

g)  Further,  the  Authority  recognizes  the  following  as  local  preferences: 

(1;  Applicants  who  are  long-term  homeless  and  in  need  of  permanent 
replacement  housing 

i.  An  individual  is  considered  homeless  if  he  or  she  lacks  a  fixed, 

regular,  and  adequate  nighttime  residence,  or  the  primary  residence  is 
a  supervised  public  or  privately  owned  shelter,  welfare  hotel,  or 
transitional  housing  facilities. 

(2)  Displaced,  applicants  qualify  for  involuntary  displacement  preference  if  either 
of  the  following  applies: 

I.  Applicant  has   been  involuntarily  displaced   and  is  not   living  In 

standard  permanent  replacement  housing;  or 

ii.  Applicant  will  be  Involuntarily  displaced  within  90  days  from  the  date 

of  preference  status  verification  by  the  family  or  verification  by  the 
PHA. 

ill.         Involuntary  displacement  may  be  the  result  of: 

a.  Disaster 

b.  Government  action 

c.  Owner  action  (does  not  Include  rent  increases) 

d.  Hate  crimes 

e.  Unit  Inaccessibility 

f.  Physical  violence 

g.  Displacement  to  avoid  reprisals 

h)  The  SFHA  also  has  adopted  as  a  local  preference  those  families  who  Live,  work,  or 

have  been  hired  to  work  in  the  City/County  of  San  Francisco. 

3.  The  number  of  new  admissions  under  this  category  is  subject  to  the  statutory  conditions  set 
forth  in  paragraph  D  (Income  Targeting)  above. 

4.  Prohibition  of  preference  If  applicant  was  eviaed  for  drug-related  criminal  activity 

The  San  Francisco  Housing  Authority  wHl  not  give  any  preference  to  an  applicant  if  any  member  of 
the  family  is  a  person  who  was  eviaed  during  the  three  years  prior  to  applying  because  of  drug- 
related  criminal  activity  from  any  assisted  housing  program.  The  Authority  may  consider  granting  a 
preference  In  any  of  the  following  cases: 

a)  If  the  SFHA  detemunes  that  the  evicted  person  has  successfully  completed  a 
rehabilitation  program  approved  by  the  SFHA;  or 

b)  If  the  SFHA  determines  that  the  evicted  person  clearly  did  not  participate  in  or  knew 
about  the  drug  related  criminal  activity,  or 
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c)  If  the  SFHA  determines  that  the  eviaed  person  no  longer  participates  in  any  drug- 

related  criminal  activity. 

G.         Registration  (Pre-Application)  Process 

1.  SFHA  registrations  shall  be  availaL^e  throughout  the  San  Francisco  community  at  the 
following  locations: 

a)  440  Turk  Street 

b)  All  property  management  offices 

c)  Lease  Housing  Division,  1237  Van  Ness  Avenue 

The   registrations   must   be   returned   to   the   address   Ksted  on   the   registration   fornx 
Registration  forms  will  not  be  accepted  at  any  other  locations. 

a)  Registrations  will  be  date/time  stamped  upon  receipt. 

b)  Eligibility  staff  wiU  enter  registrations  into  computer  system. 

2.  The  registration  process  shall  ask  sufficient  information  to  allow  selection  according  to  the 
Tenant  Selection  and  Assignment  Plan. 

a)  All  preferences  with  point  values  will  be  included. 

3.  SFHA  staff  shall  accept  all  registrations  even  if  an  informal  discussion  reveals  the  applicant 
may  not  be  eligible. 

a)  Families  will  not  be  discouraged  from  registering  or  be  rejected  based  on  "apparent 
ineligibility." 

b)  Registrations  will  be  accepted  from  persons  who  do  not  live  or  work  in  the 
Gty/County  of  San  Francisco. 

c)  A  public  housing  family  may  contain  family  members  who  wish  to  apply  for  public 
housing  as  a  separate  family.  These  registrations  shall  be  accepted. 

4.  Monthly,  the  eligibility  staff  will  mail  an  eligibility  letter  to  all  applicants  who  registered  that 
month  and  who  appear  to  be  eligible. 

a)  Notation  made  in  computer  field  of  original  date  of  registration,  and  that  eligibility 

letter  generated. 

5.  Monthly,  the  eligibility  staff  will  mail  an  ineligibility  letter  to  all  applicants  who  registered  that 
month  and  who  appear  to  be  ineligible. 

a)  Notation  will  be  made  in  computer  field  of  original  date  of  registration,  and  that 
ineligibility  letter  generated. 

b)  SFHA   staff   to    input   into    computer   specific   reason(s)    for   determination    of 
ineligibility. 

Letter  shall  include  specific  reason(s)  for  ineKgibility  and  applicant's  right  to  dispute  SFHA's 
determination. 
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H.         Waiting  List  Management 

1.  Applicants  may  claim  qualification  of  a  Local  Preference  when  they  apply  for  admission,  or 
thereafter,  until  they  are  offered  a  unit.  Prior  to  executing  a  lease,  the  applicant  must  provide 
the  SFHA  with  verification  that  according  to  the  applicant's  '-urrent  status,  he/she  still 
qualifies  for  the  preference. 

2.  Should  the  SFHA  exhaust  the  pool  of  applications  with  local  preferences,  applications  from 
those  applicants  who  do  not  have  local  preference  will  be  considered  for  admission. 

3.  No  applicant  shall  be  denied  a  local  preference  for  which  the  family  otherwise  qualifies,  on 
the  basis  that  the  applicant  already  resides  in  assisted  housing. 

4.  The  preference  system  described  above  will  work  in  combination  with  requirements  to 
match  the  characteristics  of  the  family  to  the  type  of  unit  available  as  described  in  Part  C  of 
this  Section  and  Part  C  of  Section  V. 

5.  At  the  time  of  inidal  application  local  preferences  will  be  verified.  Verification  of  local 
preferences  will  include  checking  vacant  records  to  make  sure  that  there  exists  no 
prohibidon  on  the  granting  of  the  preference  as  stipulated  in  paragraph  3  above. 

6.  At  the  time  of  initial  application,  each  applicant  must  certify  that  he/she  qualifies  for  a  local 
preference.  The  SFHA  will  advise  the  family  to  noufy  the  SFHA  of  any  change  that  may 
affect  their  ability  to  qualify  for  the  preference. 

7.  Applicants  that  are  otherwise  eligible  and  are  certified  as  qualifying  for  a  local  preference  will 
be  placed  on  the  waiting  list  in  the  local  preference  applicant  pool. 

8.  Families  that  do  not  qualify  for  a  local  preference  at  the  time  of  application  will  be  notified 
in  writing  and  advised  of  their  right  to  an  informal  meeting  to  discuss  the  determination.  The 
applicant  will  be  further  advised  that  he/she  may  exercise  other  rights  if  the  appKcant  feels 
that  niegal  discrimination,  based  on  race,  color,  religion,  national  origin,  age,  disability,  or 
familial  status  contributed  to  the  SFHA's  decision  to  deny  a  preference.  If  otherwise  eligible, 
the  family's  application  will  then  be  placed  on  the  waiting  list  in  the  appropriate  non- 
preference  category  based  on  the  date  and  time  of  application. 

9.  Applicants  that  certify /verify  to  a  local  preference  at  the  time  of  initial  application  must  be 
able  to  verily  their  preference  status  prior  to  the  offer  of  a  unit  if  the  verification  of 
preference  is  over  90  days  old..  Applicants  that  cannot  subsequently  venfy  their  preference 
will  lose  their  preference  qualification  and  ■^tH  be  reconfigured  in  the  non-preference 
category  based  on  the  date  and  time  of  application. 

10.  ITie  Eligibility  Department  will  condua  an  annual  review  of  all  lists,  asking  applicants  to 
renew  their  interest  in  public  housing. 

V.  Screening  Applicants,  Including  for  Drug  and  Other  Criminal 
Activity 
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The  SFHA's  communities  will  not  be  used  as  housing  of  last  resort.  AH  applicants  for  public 
housing  will  be  screened  according  to  the  basic  policies  and  standards  set  forth  in  the  authority's 
Admission  and  Continued  Occupancy  Policy  (ACOP). 

A         General  Principles  of  Screening  ""'" 

The  screening  criteria  in  the  Admissions  and  Continued  Occupancy  Policy  are  based  on  those  set 
forth  in  the  HUD  Regulations  [24  CFR  Part  960.205]  and  in  the  applicable  sections  of  the  Quality 
Housing  and  Work  Responsibility  Aa  of  1998  (QHWRA).  The  regulations  require  an  assessment  of 
the  behavior  of  each  applicant  with  respect  to  the  essential  obligations  of  tenancy  as  expressed  in  the 
Authority's  lease.  The  essential  obligations  of  tenancy  may  be  summarized  as  follows: 

1.  To  pay  rent  and  other  charges  under  the  lease  in  the  manner  set  forth  by  the  SFHA  in  the 
lease; 

2.  To  care  for  and  avoid  damaging  the  unit  and  common  areas,  to  use  faciliues  and  equipment 
in  a  reasonable  way,  not  to  create  or  maintain  health,  safety  or  sanitary  hazards,  and  to 
report,  promptly  maintenance  needs; 

3.  Not  to  interfere  with  the  rights  and  enjoyment  of  others,  and  not  to  damage  the  property  of 
others; 

4.  Not  to  engage  in  criminal  activity  that  threatens  the  health,  safety  or  right  to  peaceful 
enjoyment  of  other  residents  or  staff;  and  not  to  engage  in  drug-related  criminal  activity  on 
or  near  the  premises;  and 

5.  To  comply  with  necessary  and  reasonable  rules  and  program  requirements  of  HUD  and  the 
SFHA;  to  comply  with  health  and  safety  codes. 

B.         The  Application  Process 

1.  The  application  and  screening  form 

a)  When  completing  the  registration  forms,  the  applicant  will  be  required  to  provide 
answers  to  certain  key  questions  concerning  the  apphcant's  eligibility,  preferences, 
and  resident  history.  Applicants  must  provide  Social  Security  Numbers  (SSN)  for  all 
family  members  aged  six  or  older  (or  certification  that  application  has  been  made  for 
a  SSN  or  none  has  ever  been  assigned)  and  the  name,  address  and  telephone 
numbers  of  current  and  former  landlords,  and  past  and  present  housing  providers. 
Applicants  must  also  declare  citizenship  status  or  provide  sufficient  information  to 
establish  eligible  immigration  status.     - 

b)  Failure  to  provide  this  information  will  result  in  cessation  of  application  processing 
and  possible  rejection  of  the  application.  Housing  authority  staff  is  available  to  guide 
applicants,  as  needed,  in  understanding  the  application  process  and  completing 
SFHA's  application  and  screening  forms. 
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Screening  factors  used  in  the  application  process  include,  but  are  not  limited  to:  security  and 
background  check,  credit  check,  payment  history  for  utility  charges,  prior  landlord  history, 
and  a  home  visit.  Failure  to  complete  or  comply  with  any  of  these  phases  will  result  in 
rejection. 

SFHA  staff  will  complete  a  Screening  Interview  Checklist  for  each  application  Sle.  If,  at  any 
point  in  the  screening  process,  it  becomes  clear  to  staff  that  an  applicant  will  not  meet  the 
screening  criteria,  the  checklist  will  be  signed  and  the  rejection  noted.  The  same  procedure 
will  be  followed  when  applicants  are  certified  acceptable  for  admission. 

Verification  standards  for  checking  information  provided  by  the  applicant 

a)  Verification  by  a  third  party:  Verification  by  third  parties  must  be  in  writing.  An 
exception  may  be  made  at  the  discretion  of  the  SFHA  to  permit  phone  verification 
when  SFHA  staff  determines  from  all  available  information  that  written  verification 
is  impractical,  or  processing  of  the  application  is  unnecessarily  delayed  by  the  third 
party's  failure  to  respond.  SFHA,  at  its  discretion,  may  consider  other  available 
information. 

b)  After  the  SFHA  completes  the  screening  interview,  staff  will  send  a  first  mailing  to 
the  third  party  verification  sources  identified  by  the  applicant.  After  15  calendar  days, 
if  no  response  has  been  received  to  the  first  mailing,  SFHA  staff  will  contact  the 
third  party  by  phone,  fax,  or  send  a  second  mailing. 

c)  After  the  second  mailing,  if  the  third  party  does  not  provide  either  a  phone  or 
written  verification,  SFHA  will  advise  the  applicant  that  the  third  party  is  not 
cooperating  in  the  verification  process.  The  SFHA  may  ask  the  applicant  to  contact 
the  third  party  directly  to  speed  up  the  verification  process.  Applicants  will  not  be 
given  verification  forms.  All  transactions  wiU  be  between  SFHA  staff  and  the  third 
party.) 

d)  Phone  verifications  must  use  the  same  form  previously  mailed  to  the  third  party.  All 
the  information  Included  in  the  written  verification  must  be  gathered  during  the 
phone  contact.  SFHA  staff  will  complete  the  form.  The  contact  person,  date  and 
time  of  conversation  will  be  noted  and  the  SFHA  staff  person  who  made  the  phone 
call  will  sign  the  form.  Initials  are  not  acceptable. 

e)  Review  of  documents  -SFHA  staff  will  review  documents  submitted  by  the  applicant 
when: 

(1)  The  information  requested  does  not  require  third  party  verification  (e.g.  rent 
receipts  and  lease  agreements,  utility  biUs);  or 

(2)  Third-party  verification  is  impossible.  SFHA  staff  will  copy  documents  into 
the  applicant's  file  or  list  the  documents  and  the  information  on  them.  SFHA 
staff  will  document  file  if  unable  to  obtain  third  party  verification. 

f)  Applicant  certification  -  SFHA  may  accept  applicant  certification  only  when  required 
by  HUD  regulations  or  when  other  preferred  forms  of  verification  are  impossible  to 
obtain. 
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5.  General  procedures  applicable  to  verifying  information 

a)  Information  subject  to  change  -  These  verifications  are  valid  for  90  days  from  the 
date  received  by  the  SFHA.  Information  may  be  updated  by  phone  for  an  additional 
30  days.  SFHA  will  not  ordinarily  rely  on  verifications  that  are  more  than  120  days 
old. 

b)  Information  not  subject  to  change  -  the  zuxhonty  will  verify  this  information  only 
once  (e.g.,  verification  of  age  with  birth  certificates,  citizenship  or  immigration 
declarations.) 

c)  Each  applicant  folder  will  include  a  File  Completion  Checklist  to  track  progress  and 
a  Verification  Log  documenting  verification  efforts.  The  Verification  Log  will 
record  the  forms  sent,  date  sent,  and  date  the  information  is  received  by  SFHA  staff. 
Upon  completion  of  a  folder,  the  SFHA  staff  person  will  sign  the  File  Completion 
Checklist  and  certify  as  to  the  completeness  of  the  File.  The  File  will  also  contain  an 
Applicant  Approval  Record  which  will  include  the  signatures  of  all  staff  involved  in 
completing  the  intake  process:  a  review  by  and  signature  of  the  staff  person  who 
made  the  eKgibility  determination  to  either  approve  or  deny,  a  review  by  and 
signature  of  the  staff  person  who  processed  the  through  the  screening  process,  and 
the  signature  of  the  Eligibility  manager  who  conducts  a  final  file  review  and  approves 
each  file  for  leasing. 

d)  Each  SFHA  verification  will  include  the  following:  (a)  explanation  of  why  the 
information  is  being  requested;  (b)  a  copy  of  SFHA's  general  release  of  information 
with  the  applicant's  signature  or  the  applicant's  signature  on  the  verification  form; 
and  (c)  the  questions  essential  to  soliciting  the  information  required  by  the  SFHA- 

e)  The  SFHA  will  send  third  party  verifications  direcdy  to  the  source,  not  through 
applicants.  Third  party  verifications  will  include  a  self-addressed  stamped  envelope 
for  return  to  the  SFHA.  Verifications  may  also  be  faxed  to  a  third  party  with  a  return 
fax  to  SFHA  provided  the  original  form  is  later  forwarded  by  mail  and/or  the  fax 
transmission  is  confirmed  by  printed  receipt  at  the  time  of  transmission,  or  verified 
by  phone  with  a  notation  to  the  file. 

6.  Limited  inquiries  into  medical  issues 

a)  Medical  information  is  offered  either  to  explain  mitigating  circumstances  and/or 

seek  a  reasonable  accommodation.  For  example,  if  an  applicant  had  a  poor  rental 
history  but  stated  that  the  previous  history  was  caused  by  a  disability  that  is  now 
being  successfully  treated,  SFFIA  staff  will  verify: 

(1)  That  the  applicant  did,  in  faa,  have  a  disability,  and 

(2)  That  the  former  problems  were  caused  by  the  disability;  and, 

(3)  That  the  present  treatment  can  reasonably  be  expected  to  prevent  the 
recurrence  of  the  problems. 
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b)  If  an  applicant's  former  housing  problems  were  due  to  the  applicant's  resisting  or 

refusing  treatment,  the  SFHA  would  be  justified  in  verifying  whether  the  applicant 
would  be  reasonably  likely  to  continue  with  the  current  treatment.  In  this  instance,  it 
is  not  necessary  for  SFHA  to  obtain  medical  information  beyond  verifying  the 
applicant's  assertions  about  the  reasons  for  past  problems,  r^e  likelihood  of 
continuing  treatment,  and  that  the  treatment  will  remedy  the  problem. 

7.  Issues  regarding  former  tenancy 

a)  Conditions  of  former  tenancy  may  not  apply  to  a  current  applicant,  individual  or 
group,  where  the  new  lessee  is  to  be  a  person  other  than  the  former  lessee. 

b)  Any  family  member  who  sigrwd  a  previous  lease  or  occupancy  agreement  will  be 
considered  responsible  for  the  family's  former  actions.  Applicants  will  be  allowed  to 
explain  any  mitigating  circumstances. 

c)  In  cases  of  criminal  activity,  including  drug  related  activity,  the  SFHA  may  prohibit 
the  family  member  engaged  in  such  activity  from  residency  in  a  SFHA  unit. 

d)  At  the  time  of  registration,  SFHA  staff  will  advise  the  applicant  of  any  outstanding 
balances  owed  to  the  SFHA  (For  either  public  housing  or  section  8).  Amounts  must 
be  paid  in  full  prior  to  the  application  being  accepted  by  the  Authority. 

e)  Should  the  applicant  successfully  demonstrate  to  the  SFHA  that  a  charge  is  invalid, 
SFHA  will  reinstate  the  applicant  to  the  waiting  list  using  the  original  date  and  time 
of  application  and  any  applicable  preferences. 

8.  Documentation  of  information  received  during  the  application  process 

a)  SFHA  will  accept  credible  evidence  to  verify  information  received  during  the 
application  process.  (NOTE:  Refer  to  Section  XI  of  these  procedures  to  review 
specific  criteria  and  requirements) 

b)  Misrepresentation  of  eligibility,  including  but  not  limited  to  eligibility,  award  of 
preference  for  admission,  allowances,  family  composition,  rent  during  the  application 
process: 

(1)  If,  during  the  course  of  processing  an  application,  it  becomes  evident  that  an 
applicant  has  falsified  or  otherwise  misrepresented  any  facts  about  his/her 
current  situation,  history,  or  behavior  in  a  manner  that  would  affect 
eligibility.  Local  Preferences,  applicant  selection  criteria  qualification, 
allowances  or  rent,  the  application  shall  be  rejected. 

(2)  This  provision  shall  not  be  applied  to  minor  mistakes  in  fact  (such  as 
typographical  errors)  that  produce  no  benefit  to  the  applicant 

C.         Security  and  Background  Check 

1.  The  SFHA  will  verify  any  involvement  in  criminal  activity  on  the  part  of  any  applicant  family 

member  who  intends  to  reside  in  the  SFHA  leased  premises: 
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a)  Applicants  will  be  advised  at  the  time  of  intake  and  at  the  start  of  the  screening 
interview  that  criminal  behavior  will  jeopardi2:e  admission  to  a  SFHA  community. 
Criminal  activity  that  occurs  while  an  applicant's  family  is  on  the  SFHA's  waiting  list 
will  receive  additional  weight  in  SFHA's  decision  to  reject  an  applicant  family. 

b)  'ivolvement  in  criminal  activity  by  any  member  of  an  applicant  family  that  would 
adversely  affect  the  health,  safety  or  welfare  of  other  tenants  will  be  verified  using 
information  from  the  criminal  records  system  of  the  Qty  and  County  of  San 
Francisco,  the  State  of  California,  and  the  federal  National  Crime  Information 
Center  (the  "NCIC").  The  SFHA  will  also  examine  criminal  histories  provided  by 
other  States  or  municipalities,  court  records,  and  other  evidence  that  might 
document  any  criminal  activity.  In  addition,  the  current  and  former  landlords  and 
housing  providers  will  be  asked  to  indicate  problems  diuing  the  applicant's  tenancy. 
The  Authority  will  review  police  reports  for  any  criminal  activity  during  the  ten  (10) 
year  period  prior  to  consideration  for  admission. 

c)  SFHA  may  use  a  third  party  service  to  check  criminal  history.  SPHA  will  also 
interview  the  applicant  using  the  Interview  Screening  Checklist. 

d)  SFHA  will  use  the  criminal  records  system  of  the  City  and  County  of  San  Francisco, 
the  State  of  California,  the  NCIC,  and  other  states  and/or  municipalities  to  check  all 
applicants  for  any  evidence  of: 

(1)  Any  and  all  information  relative  to  any  criminal  convictions  or  activity,  both 
felonies  and  misdemeanors  within  the  past  ten  years; 

(2)  Any  and  all  information  relative  to  any  criminal  charges  that  are  currently 
pending  before  the  court  of  the  State  of  California  or  any  jurisdiction, 
including  the  federal  courts; 

(3)  Lifetime  sex  offender  registration  requirement  for  any  household  member. 
The  SFHA  will  check  in  California  and  any  other  states  where  any  family 
member  is  known  to  have  resided. 

e)  The  criminal  records  system  shall  be  used  to  assess  the  applicant's  past  behavior 
especially  the  commission  of  violent  crimes,  drug  related  criminal  activity  of  any 
kind,  disturbance  of  neighbors,  or  destruction  of  property. 

(1)  Without  substantial  evidence  of  mitigating  circumstances  (including  serving 
jail  time  and  rehabilitanon)  the  SFHA  will  not  admit  persons  engaging  in  any 
criminal  activity  violating  state  and/or  federal  law. 

(2)  Examples  of  criminal  offenses  that  will  be  considered  include,  but  are  not 
limited  to:  disturbing  the  peace,  drunk  and  disorderly  conduct,  threats  or 
harassment,  domestic  violence,  including  actual  or  threatened  violence 
toward  members  of  an  applicant  household,  assaults,  destruction  of  property, 
vandalism,  citations  for  health  and  sanitary  code  violation,  possession  of  an 
unlawful  weapon,  criminal  damage,  arson,  and  home  invasion. 

(3)  In  applying  the  above  provisions,  the  SFHA  will  consider  the  nature  of  the 
offense  and  any  mandatory  penalties  in  accordance  ■with  state  and  federal  law, 
including  but  not  Limited  to  the  California  "Three  Strikes  You're  Out"  Act. 
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f)  Documentation  of  any  of  the  following  criminal  acti-vity  by  any  applicant  family 
member  who  intends  to  reside  in  the  SFHA  leased  premises  may  result  in  rejection 
of  the  applicant  family.  Documentation  of  such  activity  may  be  considered  alone  or 
in  conjunction  vAxh  other  criminal  activity  such  as: 

(1)  Use,  distributic  -  or  possession  of  illegal  drugs  by  an  applicant  family 
member  who  intends  to  reside  in  the  SFHA  leased  premises. 

(2)  Documentation  from  the  criminal  records  system,  or  other  verification  of 
criminal  activity,  that  shows  a  history  of  property-related  crimes  such  as 
burglary,  robbery,  larceny,  weapon  charges,  and  possession  and  receipt  of 
stolen  goods. 

(3)  Documentation  from  the  criminal  records  system,  or  other  verificauon  of 
criminal  activity,  that  shows  a  history  of  crimes  that  endanger  the  health  or 
safety  of  others  such  as  assault,  battery,  public  intoxication  (drunk  & 
disorderly),  prostitution. 

(4)  Documentation  from  the  criminal  records  system,  or  other  verification  of 
criminal  activity,  that  shows  a  history  of  crimes  that  endanger  the  health  or 
safety  of  others  such  as  homicide/murder,  rape,  child  molestation,  spousal  or 
child  abuse,  or  drug  related  crimes  as  referenced. 

(5)  Not  withstanding  any  other  provision  of  law,  the  SFHA  shall  permanently 
prohibit  admission  to  all  federally  assisted  housing  to  any  applicant 
household  that  includes  any  individual  who  is  subject  to  a  lifetime 
registration  requirement  under  a  State  sex  offender  registration  program. 
[QHWRA;  Subtitle  F:  Sec.  578  (a)].  No  mitigating  circumstances  will  be 
considered. 

(6)  Further,  the  SFHA  shall  permanendy  deny  admission  to  all  federally  assisted 
housing,  any  applicant  or  household  member  who  has  been  convicted  of 
manufacturing  or  producing  methamphetamine  (commonly  referred  to  as 
"speed")  on  the  premises  of  federally  assisted  housing.  No  midgating 
circumstances  will  be  considered.  [Sec.  16;  subsection  (f)  of  the  USHA  as 
amended  by  Sec.  428  of  the  FY  1999  Appropriations  Act] 

g)  All  criminal  activity  will  be  weighed  against  the  obligauons  of  tenancy,  including  the 
likely  impaa  on  a  SP^FiA  community  and  the  danger  to  the  health  or  safety  of 
residents  or  staff.  The  SFHA  considers  certain  criminal  acts  or  repeated  criminal 
behavior  as  evidence  that  the,  applicant  Is  not  capable  of  meeting  lease  requirements. 

In  evaluating  criminal  activity  or  drug-related  criminal  activity,  the  SFHA  will  give  the 
greatest  weight  for  admission  to  applicants  with  no  record  of  criminal  activity  or  behavior  of 
any  kind;  minor  or  infrequent  offenses  that  do  not,  when  taken  together,  indicate  the  pattern 
of  a  repeat  offender,  or  a  record  of  criminal  activity  with  clear  and  venfiable  evidence  of 
improved  behavior  sustained  over  a  significant  period  of  time.  (A  period  of  improved 
behavior  while  on  the  waiting  list  will  also  be  considered  by  the  SFHA.) 

Criminal  activity,  drug  related  criminal  acti%ity,  alcohol  abuse,  other  factors  and 
considerations  will  include: 
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a)  Mitigating  circumstance  and  cnminal  activit/' 

(1)  Staff  will  consider  the  dates,  subject  to  any  local  criteria,  and  circumstantial 
activity,  the  seriousness  of  the  offense,  whether  the  offense  occurred  only 
once  or  was  repeated,  and  the  number  and  duration  of  rehabilitation  efforts, 
if  any,  and  whether  offender  has  avoidc.  :,absequent  criminal  aaivity  or 
behavior  since  the  offense. 

(2)  With  respect  to  criminal  behavior,  evidence  of  any  mitigating  circumstances 
or  rehabilitation  must  be  compelling  and  substantial  before  the  SFHA  will 
consider  accepting  an  applicant  with  a  significant  criminal  history.  SFHA  will 
look  for  a  period  of  time  where  the  applicant's  behavior  is  improved  and 
there  is  no  evidence  of  criminal  activity.  SFHA  will  consider  the  applicant's 
behavior  and  reputation  in  the  community  both  before  and  after  the  offense, 
and  any  other  evidence  indicating  a  likelihood  that  the  offender  will  not 
engage  in  any  future  criminal  activity. 

(3)  However,  consideration  of  verifiable  mitigating  circumstances  does  not 
guarantee  that  an  applicant  will  be  admitted.  Evidence  of  certain  crimes  or 
repeated  crimes  can  result  in  rejection.  Evidence  of  mitigating  circumstances 
or  evidence  of  rehabilitation  does  not  require  the  SFHA  to  disregard 
potentially  disqualifying  activity. 

See  the   discussion  later  in   these   procedures   for  a  review  of  how  mitigating 
circumstances  are  considered. 

b)  Drug-related  criminal  activity: 

(1)  SFHA  will  not  admit  current  users  of  illegal  drugs  or  alcohol  abusers. 

(2)  The  Fair  Housing  Act  explicitly  states  that  current  illegal  drug  users  ARE 
NOT  a  protected  class  (persons  with  disabilities)  and  permits  SFHA  to  reject 
such  applicants.  Further,  not  withstanding  any  other  provision  of  law,  no 
individual  shall  be  considered  a  person  with  disabilities,  for  the  purposes  of 
eligibility  for  low-income  housing,  solely  on  the  basis  of  any  drug  or  alcohol 
dependence.  [QHWRA;  Subtitle  A;  Sec.  506(3)1 


Mitigating  circumstances  are  facts  relating  to  the  applicant's  record  of  unsuitable  rental  history  or  behavior, 
when  venfied  would  indicate:  (I)  The  reason  for  the  unsuitable  rental  history  and/or  behavior,  (2)  that  the 
reason  for  the  unsuitable  rental  history  and  behavior  is  no  longer  in  effect  or  is  under  control,  and  (3)  the 
applicant's  prospect  for  lease  compliance  is  an  acceptable  one,  justifying  admission. 
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(3)  Applicants  who  are  former  drug  users'"  and  whose  housing  histories  reveal 
no  circumstances  which  point  to  future  lease  compliance  problems,  will  be 
considered  for  admission.  However,  if  problems  with  housing  or  criminal 
histories  emerge  during  screening  or  the  applicant's  own  disclosures  indicate 
that  the  applicant  may  be  a  current  user  of  illegal  drugs,  the  SP. ''.'*.  will 
require  documentation  that  the  applicant  is.  no  longer  using  drugs,  including 
behavioral  evidence  that  the  applicant  has  made  a  life-style  change. 

i.  SFHA  will  require  an  applicant  to  document  that  he  or  she  is  a 

former  user  if  objective  evidence  raises  a  question  about  whether  the 
applicant  is  a  current  user  of  Illegal  drugs.  However,  demonstrating 
that  a  person  is  not  a  current  user  does  not  automatically  guarantee 
admission.  The  person  with  disabilities  is  still  required  to  meet  all 
other  applicable  screening  criteria. 

(4)  Where  an  applicant's  documentation  from  the  criminal  records  system 
Includes  numerous  drug-related  and  other  crimes  (felonies  or  misdemeanors 
not  necessarily  drug  related)  SFHA  will  deny  admission,  but  will  consider 
information  from  drug  treatment  centers.  Successful  recovery  does  not  mean 
that  the  SFHA  will  ignore  a  background  of  criminal  behavior.  Demonstrating 
that  an  applicant  is  not  a  current  user  is  only  part  of  the  screening  evaluation; 
all  other  screening  cnteria  must  be  met. 

i.  The  PHA  will  require  a  signed  consent  form  by  which  the  PHA  shall 

submit  a  request  to  a  drug  abuse  treatment  facility  with  respect  to 
each  proposed  household  member  who  is  at  least  18  years  old,  and 
for  family  head  or  spouse  regardless  of  age 

a.  Whose  criminal  record  indicates  prior  arrest  or  conviction  for 
any  criminal  activity  that  may  be  a  basis  for  denial  of  admission; 
or 

b.  Whose  prior  tenancy  records  indicate  that  the  proposed 
household  member: 

(i)       Engaged  in  the  destruction  of  property, 

(ii)      Engaged  in  violent  activity  against  another  person;  or 

(iii)     Interfered  with  the  right  of  peaceful  enjoyment  of  the 
premises  of  other  residents. 

ii.  The  written  consent  form  shall  authorize  the  SFHA  to: 

a.  Receive  information  from  the  drug  abuse  treatment  facility 
stating  only  whether  the  facility  has  reasonable  cause  to  believe 
that  the  applicant  is  anrendy  engaging  in  the  illegal  drug  use; 


A  former  user  of  illegal  drugs  is  defined  by  ADA  and  504  as  "individual  who  has  successfully  completed  a 
supervised  drug  rehabilitation  program  and  is  no  longer  engaging  in  the  illegal  use  of  drugs  or  has  otherwise 
been  rehabilitated  successfully  and  is  no  longer  engaging  in  such  use,  or  is  participating  in  a  supervised 
rehabilitation  program  and  is  no  longer  using  drugs,  including  behavioral  evidence  that  such  use  is  no  longer 
occurring. 
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b.  Receive  such  information  from  the  drug  abuse  treatment 
facility,  and  to  utilize  such  information  in  determining  whether 
to  prohibit  admission  of  the  household. 

iii.  The  written  consent  form  expires  automatically  after  the  SFHA  has 
made  a  final  decision  to  either  approve  or  deny  the  admission  of  such 
person. 

iv.  Such  confidential  information  will  not  be  misused  or  improperly 
disseminated  and  will  be  destroyed  no  later  than  five  (5)  business 
days  after  the  date  on  which  the  PHA  gjves  final  approval  for 
admission. 

V.  If  the  application  is  denied,  the  information  will  be  destroyed  within  a 

reasonable  time  following  the  date  on  which  the  statute  of  limitations 
for  commencement  of  a  civil  action  based  upon  that  denial  of 
admissions  has  expired  without  the  filing  of  a  civil  action  or  until 
final  disposition  of  any  such  litigation. 

(5)  Alcohol  abuse  and  screening  -  Alcohol  is  a  legal  drug;  therefore,  simple  use 
or  even  abuse  of  alcohol  is  not  grounds  for  rejecting  an  applicant. 

i.  It  is  the  SFHA's  policy  that  an  applicant  who  the  authority  believes 

exhibits  a  pattern  of  abuse  of  alcohol  that  may  interfere  with  the 
health,  safety  or  right  to  peaceful  enjoyment  of  SFHA  property  by 
residents  and  employee  is,  will  be  denied  admission. 

ii.  If  screening  reveals  past  tenancy  problems,  and  the  applicant  asserts 

that  those  problems  were  caused  by  alcohol  abuse  that  is  no  longer 
occurring,  staff  will  verify  the  information  by  the  following 
procedure: 

a.  confirm  that  the  negative  behavior  was,  in  fact,  caused  by 
alcohol  abuse; 

b.  document  (using  methods  similar  to  those  described  above  for 
former  users  of  illegal  drugs)  that  the  applicant  is  no  longer 
abusing  alcohol;  and, 

c.  review  the  applicant's  housing  history  since  entering  recovery  to 
ensure  that  no  other  behavior  problems  still  exist. 

(6)  Confidentiality  -  Pursuant  to  Section  575;  (c)  (5)  of  the  Quahty  Housing  and 
Work  Responsibility  Act  of  1998  (The  "QHWRA"),  the  San  Francisco 
Housing  Authority,  when  receiving  criminal  records,  may  use  such 
information  only  or  the  purposes  provided  in  this  subsection  and  such 
information  may  not  be  disclosed  to  any  person  who  is  not  an  officer, 
employee,  or  authorized  representative  of  the  agency  and  who  has  a  job- 
related  need  to  have  access  to  the  information  in  connection  with  admission 
of  appKcants,  eviction  of  tenants,  or  termination  of  assistance. 
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For  judicial  eviction  proceedings,  disclosures  may  be  made  to  the  extent 
necessary.  The  Secretary  shall  establish  procedures  necessary  to  ensure  that 
information  provided  under  this  subsection  to  a  public  agency  is  used,  and 
confidendality  of  such  information  is  maintained,  as  required  under  this 
subsection. 

(7)  Penalty  -  Any  person  who  knowingly  and  willfuUy  requests  or  obtains  any 
information  concerning  an  applicant  for,  or  tenant  of,  covered  housing 
assistance  pursuant  to  the  authority  under  this  subsection  under  false 
pretenses,  or  any  person  who  knowingly  and  willfully  discloses  any  such 
information  in  any  maimer  to  any  individual  not  entided  under  any  law  to 
receive  it,  shall  be  guilty  of  a  misdemeanor  and  fined  not  more  than  $5,000. 
The  term  "person"  as  used  in  this  paragraph  includes  an  officer,  employee, 
or  authorized  representative  of  the  San  Francisco  Housing.  [QHWRA;  Section 
575;  (c)(6)] 

(8)  Gvil  action  -  Any  applicant  for,  or  tenant  of,  covered  housing  assistance 
affected  by  (A)  a  negligent  or  knowing  disclosure  of  information  referred  to 
in  this  subsection  about  such  person  by  an  officer,  employee,  or  authorized 
representative  of  the  SFHA  which  disclosure  is  not  authorized  by  this 
subsection,  or  (B)  any  other  negligent  or  knowing  action  that  is  inconsistent 
with  this  subsection,  may  bring  a  civil  action  for  damages  and  such  other 
relief  as  many  be  appropriate  against  the  SFHA,  the  responsible  entity  for 
such  unauthorized  action.  The  distria  court  of  the  United  States  in  the 
distria  in  which  the  affected  applicant  or  tenant  resides  (San  Francisco),  in 
which  such  unauthorized  action  occurred,  or  in  which  the  officer,  employee, 
or  representative  alleged  to  be  responsible  for  any  such  unauthorized  action 
resides,  shall  have  jtirisdiction  in  such  matters.  Appropriate  reKef  that  may  be 
ordered  by  such  district  courts  shall  include  reasonable  attorney's  fees  and 
other  litigation  costs.      [QHWRA;  Section  575;  (c)(7)] 

(9)  Records  management 

i.  The  SFHA  is  responsible  for  establishing  a  system  by  which  all 

information  received  from  police  departments  and/or  drug  treatment 
facilities  is: 

a.  Maintained  confidentially  in  accordance  with  section  543  of  the 
Public  Healtii  Service  Act  (12  U.S.C.  290dd-2); 

b.  Not  misused  or  improperly  disseminated;  and 

c.  Destroyed,  as  applicable. 

(i)  For  information  from  drug  treatment  centers,  not  later 
than  five  (5)  business  days  after  the  date  on  which  the 
SFHA  gives  final  approval  for  an  application  for 
admission;  or 

(li)  If  the  SFHA  approves  the  application  for  admission, 
within  a  reasonable  time  after  approval. 
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(iii)  If  the  SFHA  denies  the  appHcation  for  admission,  the 
reports  shall  be  destroyed  in  a  timely  manner  after  the 
date  on  which  the  statute  of  limitations  for  the 
commencement  of  a  civil  action  from  the  applicant  based 
upon  the  denial  of  admission-has  :"vpired  or  subsequent 
to  an  annual  audit.  [QHWRA;  Section  5757 (d)(B)] 

ii.  In  order  to  assure  that  only  essential  employees  have  access  to  these 

documents,  the  SFHA  will  limit  their  review  as  follows: 

a.  AH  requests  for  police  reports  and/or  information  from  drug 
treatment  centers  will  be  made  in  writing  and  submitted  to  the 
Senior  Eligibility  Representative. 

b.  The  Senior  Eligibility  Representative  wiU  review  all  requests  and 
submit  them  to  the  appropriate  reporting  agency. 

c.  Upon  receipt  of  the  results,  the  Senior  Eligibility  Representative 
will  review  each  document.  If  the  applicant's  records  are 
"cleared",  the  Senior  Eligibility  Representative  will  obtain  the 
signature  of  the  Administrative  Direaor  of  Customer  Services 
or  his/her  designee  and  stamp  "Security  Cleared"  on  the 
"Applicant  Approval  Record"  along  with  the  date  of  clearance. 
The  poKce  reports  or  drug  tests  results  will  not  be  returned  to 
the  requestor.  Rather,  they  will  be  kept  'in  a  separate  File  in 
alphabeucal  order  and  secured  in  the  possession  of  the 
Administrarive  Director  or  his/her  designee  until  records  are 
destroyed  as  in  10a(3)  above. 

iii.  In  the  event  that  the  reports  contain  information  that  may  affect 
admission,  the  Senior  Eligibility  Representative  shall  confer  with  the 
Administrative  Director  or  his/her  designee  to  determine  if  a 
meeting  should  be  scheduled  with  the  applicant  to  discuss  any 
information  that  might  "mitigate"  the  imfavorable  information. 

D.         Review  and  Checking  of  Credit  Reports 

1.  SFHA  will  complete  a  credit  check  on  all  public  housing  applicants 

2.  Evaluating  credit  history  information 

a)  SFHA  will  make  a  careful  exarrunation  of  the  credit  report.  The  report  will  be 
checked  to  determine  if  there  are  inconsistencies  ia  the  applicant's  housing  history  as 
reported  to  the  SFHA  on  the  application  form  or  other  documents.  SFHA  staff  will 
consider  negative  credit  informarion  in  light  of  its  impact  on  tenancy.  Thus,  poor 
credit  with  respect  to  non-payment  or  delinquent  pa^Tnent  of  utilities  will  be  given 
greater  weight  than  non-payment  or  delinquencies  for  other  consumer  obligations. 

b)  If  the  SFHA  rejects  an  applicant  because  of  poor  credit  history,  SFHA  staff  will 
advise  the  applicant  in  the  rejection  notice  of  his/her  rights  under  state  and  federal 
law  to: 
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(1)  Examine  the  credit  report; 

(2)  Dispute  and  correct  inaccurate  credit  information.  Should  the  applicant 
successfully  demonstrate  to  the  SFHA  that  the  credit  record  is  inaccurate  and 
the  report  is  corrected,  the  SFHA  will  consider  reinstatement  to  the  waiting 
list  using  the  original  date  and  time  of  application  and  an)-  pplicable 
preferences. 

c)  SFHA  will  consider  bad  credit  in  light  of  any  mitigating  circumstances  that  can  be 
documented  by  the  applicant  (e.g.  loss  of  job,  iUness  or  medical  problems  that 
limited  a  family's  financial  resources).  SFHA  will  also  consider  whether  non-payment 
or  poor  payment  of  rent  and  other  charges  is  likely  to  reoccur  once  the  applicant 
obtains  housing  where  the  rent  is  calculated  based  on  income. 

d)  If  an  appKcant  has  filed  bankruptcy  and  this  is  reflected  in  the  credit  report,  SFHA 
will  determine  if  the  Bankruptcy  included  debts  related  to  tenancy  and  shelter  costs. 
Applicants  will  not  be  rejected  solely  on  the  basis  of  the  bankruptcy  filing. 

E.  Utilities 

1.  SFHA  will  also  interview  the  applicant  concerning  history  of  utility  payments.  Where 
applicants  have  had  past  responsibility  for  utility  payments,  the  SFFIA  will  use  account 
records  provided  by  utility  companies  (excluding  those  providing  telephone  and  cable  TV 
service,  although  these  may  be  used  as  secondary  indicators  of  ability  to  pay)  or  the  Utility 
Verification  Form. 

2.  Ability  to  obtain  utility  connections 

a)  The  SFHA  owns  public  housing  units  where  the  resident  is  responsible  for  the  utility 
payments.  In  accordance  with  the  Admissions  and  Occupancy  Policy  and  the  lease, 
SFHA  requires  that  applicants  offered  units  with  resident-paid  utilities  be  able  to 
secure  utilitj^  service  in  their  name  and  document  it  to  the  SFHA. 

b)  Present  ability  to  obtain  utility  service  is  considered  an  indicator  of  the  applicant's 
past  performance  in  meeting  financial  obligations. 

c)  SFHA  will  advise  all  applicants  of  the  above  requirements  at  initial  intake  and  remind 
applicants  of  this  requirement  at  the  start  of  the  screening  process. 

F.  Landlord  and  Prior  Residences 

1.  Procedures  used  to  verify  applicant  information: 

a)  Staff  win  interview  all  applicants  using  the  Applicant  Screening  Interview  Checklist, 
Parts  I  and  II.  If  the  current  housing  provider  is  a  relative,  additional  information  on 
the  applicant's  ability  to  comply  with  lease  terms  may  be  collected  by  the  SFHA 

b)  SFHA  win  examine  applicant's  housing  history  over  the  past  5  years.  In  order  to 
obtain  the  best  available  information  on  an  applicant's  housing  and  shelter  history, 
the  SFHA  may  use  combinations  of  years  and  tenancies. 
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c)  SFHA  will  examine  tenancy  history  over  a  longer  period  of  time  when  the 
information  obtained  from  the  time  period  is  incomplete.  When  examining  an 
applicant's  shelter  history,  the  SFHA  wiU  focus  on  those  periods  where  the  applicant 
made  sustained  periodic  payments  in  support  of  shelter  related  costs. 

d)  Pei.'^  x.iance  in  meeting  financial  obligations  will  be  checked  first  by  contacting  the 
current  housing  provider  and  two  prior  providers  (if  applicable)  using  the  SFHA 
Landlord  Verification  Form.  The  form  will  be  mailed  to  the  landlord(s)  or  shelter 
providers  identified  by  the  applicant  the  Applicant  Screening  Interview  Checklist 
along  with  a  release  of  information  form.  Where  there  is  no  rental  history,  other 
forms  appropriate  to  the  family's  circumstances  will  be  used  (see  Section  VI,  Part  C). 

e)  Checking  Landlord  Information  (Applies  to  landlord  information  received  or  any 
screening  criteria.) 

(1)  The  SFHA  differentiates  between  applicants  who  are/were  the  Tenant  of 
Record  (TOR)  whose  landlord  the  SFHA  cannot  reach  and  applicants  who 
have  lived  somewhere  without  the  landlord's  knowledge  and  consent,  thus 
making  it  impossible  for  the  prior  landlord  to  verify  residency  or  rent 
payment  history. 

(2)  The  SFHA  will  attempt  to  verify  that  the  applicant  is  the  TOR  by  contacting 
the  landlord.  SFHA  will  also  accept:  a  notarized  letter  from  the  TOR  when 
the  applicant  is  living  in  the  unit  but  is  not  on  the  lease;  other  credible 
references  that  can  verify  address  and  tenancy  status  for  the  period  under 
review,  and  any  of  the  secondary  forms  of  verification  described  below. 

(3)  WTiere  a  current  or  previous  landlord  is  a  relative  of  the  appKcant,  the  SFHA 
will  give  more  weight  to  those  periods  where  the  applicant  lived  in  a  unit 
provided  by  a  landlord  riot  not  related  to  the  family 

(4)  If  no  landlord  references  are  available,  SFHA  will  obtain  a  credit  report  and 
contaa  the  current  housing  provider  with  a  request  that  someone  with 
knowledge  of  the  applicant's  behavior  and  rent  payment  history  complete  the 
form. 

Record  of  eviction  from  housing  or  involuntary  termination  from  residential  programs 
a)  Sources: 

(1)  Staff  will  check  SFHA's  records,  landlord  records  and  court  records  to 
determine  whether  the  applicant  has  been  evicted  from  SFHA,  any  other 
assisted  housing,  or  any  other  property  in  the  past.  SFHA  will  also  use  credit 
or  eviction  service  information  to  check  for  any  record  of  evictions. 

(2)  Record  of  termination  from  residential  programs  will  be  checked  with  police, 
service  agencies  and  with  any  provider  referred  by  the  applicant.  The  SFHA 
will  cross-match  with  unit  records  and  information  in  the  Section  8 
Certificate  and  Voucher  programs  to  check  for  termination  of  assistance. 
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(3)  Conditions  of  former  tenancy  may  not  apply  to  an  applicant,  individual  or 
group.  Any  family  member  who  signed  a  previous  lease  or  occupancy 
agreement  will  be  considered  responsible  for  the  family's  former  actions. 

(4)  Staff  must  consider  the  mitigating  circumstances  of  any  past  eviction  or 
termination  and  its  relc  .aice  to  SFHA  tenancy. 

b)  Examples  of  indicators  for  eviction  from  housing  or  involuntary  termination  from 
residential  programs  are: 

(1)  No  record  of  eviction  or  termination  from  any  shelter,  other  housing,  or  a 
residential  program.  Evidence  of  rule  compliance  in  any  residential 
transitional  facilities,  group  homes)  or  other  program  in  which  the  applicant 
is  participating  (drug  treatment) 

(2)  Successful  completion  of  stay  and  transition  from  a  shelter  or  residential 
program 

(3)  Currently  in  the  program  and  is  meeting  all  requirements. 

(4)  No  negative  information  received  from  the  housing  provider. 

(5)  That  the  applicant  can  meet  SFHA's  lease  criteria  on  his/her  own  or  with 
assistance  that  the  applicant  rides;  unit  or  living  area  is  clean,  no  destruction 
of  property,  ability  to  manage  regular  monthly  payments  of  some  kind; 
responds  to  mail  and  shows  up  for  appointments;  follows  an  applicable  rules 
in  his/her  current  residential  situation;  no  record  of  disturbing  neighbors; 
avoids  criminal  activity. 

c)  Other  indicators  for  these  criteria  are: 

(1)  Applicant  asked  to  leave  the  program  for  rule  violation  that  is  not  related  to 
the  SFHA  lease  compliance.  (Example:  staying  out  late  might  violate  a 
residential  program  rule  but  would  not  violate  SFHA's  lease  compliance. 
(Example:  staying  out  late  might  violate  a  residential  program  rule  but  would 
not  violate  SFHA's  lease.) 

(2)  Applicant  leaves  program  but  returns  and  Is  accepted  for  continued 
participation. 

(3)  Successful  completion  of  a  residency  training  program  acceptable  to  the 
SFHA. 

Demonstration  of  ability  and  willingness  to  comply  with  the  terms  of  the  SFHA's  lease  and 
other  program  requirements  (Note:  This  will  be  applied  ONLY  in  the  absence  of  satisfactory 
landlord  documentation): 

a)  If  an  applicant  is  able  to  document  that  he  or  she  could  comply  with  the  SFHA  lease 

terms  as  demonstrated  in  the  current  and  former  residences  through  a  combination 
of  landlord  references  and  the  home  visit,  this  criterion  will  be  considered  satisfied. 
Ability  to  comply  with  SFFIA  lease  terms  will  be  checked  only  in  the  absence  of 
satisfactory  landlord  documentation. 
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b)  If  any  current  conditions  of  occupancy  can  be  considered  in  light  of  the  SFH.^'s 
lease  requirements,  staff  will  send  the  appropnate  verification  forms.  Staff  will  also 
complete  the  Parts  I  and  11  of  SFHA's  Applicant  Screening  Interview  Checklist  in  an 
interview  with  the  applicant 

c)  If  the  provider  is  unable  (the  provider  may  have  no  ;iOwledge  that  the  unit  is 
housing  two  families)  or  unwilling  to  complete  the  verification  process,  the  SFHA 
will  send  appropriate  forms  to  other  third  parties  or  persons  with  knowledge  of  the 
applicants  current  living  arrangements  or  to  the  host  family.  If  the  host  family 
completes  the  form,  SFHA  will  judge  the  completed  form  in  light  of  any  family  ties 
between  the  host  family  and  the  applicant  family. 

d)  These  forms  may  bring  to  light  mitigating  circumstances  or  reasonable 
accommodations  an  applicant  may  need  (to  care  for  the  unit  or  manage  money,  for 
example)  and  enable  SFHA  to  determine  that  the  applicant  has  such  services 
(provided  by  a  third  party)  in  place  before  the  applicant  is  admitted. 

e)  Ability  and  willingness  to  comply  with  the  lease  term  may  be  demonstrated  by  the 
following  actions: 

(1)  The  applicant  can  meet  these  criteria  on  him/her  own  or  with  assistance  that 
the  applicant  obtains; 

(2)  Based  on  a  home  visit,  the  unit  or  living  area  is  clean  wixh  no  evidence  of 
applicant  caused  health  or  safety  problems; 

(3)  No  record  of,  or  home  visit,  yields  no  evidence  of  destruction  of  property; 

(4)  Ability  to  manage  regular  monthly  payments  of  some  kind; 

(5)  Responds  to  mail  and  shows  up  for  appointments;  follows  any  applicable 
rules  in  his/her  current  housing  or  shelter  situation; 

(6)  No  record  of  disturbing  neighbors;  avoids  criminal  acti\'ity. 

f)  In  addition,  compliance  with  lease  terms  can  be  demonstrated  by  the  following: 

(1)  Evidence  of  rule  compliance  in  any  residential  program  (shelters,  transitional 
facilides,  group  homes)  or  other  program  in  which  the  applicant  is 
participating; 

(2)  Job  or  school  references; 

(3)  Completing,  a  pre-occupancy  briefing  acceptable  to  the  SFHA. 

Home  Visits 

SFHA  -^tH  make  a  home  visits  on  all  applicants  who  have  successfully  completed  all  previous 
stages  of  this  screening  process. 

Home  visit  procedures 
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a)  Home  visits  will  be  conduaed  by  SFHA  staff  and  residents.  They  may  be  conduaed 
by  individuals  or  by  teams.  SFHA  will  give  additional  wa^t  to  the  results  of  the 
home  visit  when  the  following  conditions  exist 

(1)  One  bad  housekeeping  reference  from  prior  landlords  or  housing,  providers, 
including  residential  programs  and  shelters; 

(2)  Verification  forms  show  a  marked  difference  or  discrepancies  in  the 
housekeeping  assessment  of  the  applicant; 

(3)  The  applicant  Is  unable  to  provide  any  documentation  to  support  a  positive 
assessment  of  living  or  housekeeping  habits  as  required  by  this  screening 
criterion. 

b)  The  home  visit  will  be  conducted  using  SFHA's  Home  Visit  Form.  Applicants  will 
be  notified  at  least  two  days  in  advance  of  the  scheduled  home  visit. 

c)  Where  the  applicant  is  living  in  a  shelter,  or  other  transitory  housing  facilities,  the 
SFHA  has  the  option  to  visit  the  site  or  to  confirm  compliance  with  Facility 
reguladons  using  the  Applicant  Screening  Interview  Checklist  and  third  part/ 
verification. 

d)  Applicants  who  are  sharing  housing  either  with  family  members  or  friends,  must  be 
advised  that  the  SFHA  will  inspect  the  common  on  areas  such  as  the  living,  room, 
kitchen  and  bathroom  of  the  unit,  not  just  the  applicants  room(s).  A  farruly  that  Is 
willing  to  live  in  unsanitary  or  infested  conditions  created  by  others  may  have 
standards  that  are  too  low  for  admission.  Any  area  for  which  the  applicant  has 
upkeep  responsibility  will  be  noted. 

e)  It  Is  not  necessary  to  do  a  home  visit  to  a  medical  institudon,  although  SFHA 
staff/residents  may  need  to  make  a  determlnauon  whether  the  applicant  would  need 
services  which,  if  provided  by  SFHA  staff,  would  constitute  a  fundamental  alteration 
in  the  nature  of  SFHA's  program. 

f)  All  SFHA  staff  and  residents  who  perform  home  visits  are  trained  to  ensure  that  the 
home  visit  form  is  completed  fuUy  and  correctly.  The  purpose  of  the  home  visit  Is 
not  to  perform  a  "White  Glove"  check  of  the  applicant's  housekeeping,  but  rather  to 
determine:  whether  the  applicant  is  capable  of  caning  for  a  SFHA  unit  in  a  way  that 
will  not  create  health  or  safety  hazards  or  contribute  to  infestation;  whether  the 
applicant  is  likely  to  damage  a  SFHA  unit;  and  whether  the  applicant  is  currendy 
engaged  in  behavior  or  praalces  that  would  violate  SFHA's  lease. 

g)  If  the  unit  Inspected  as  part  of  the  home  visit  shows  applicant-caused  health  or  safety 
hazards,  housekeeping  that  contributes  to  Infestadon  or  applicant-caused  damages; 
the  applicadon  will  be  rejected  If  no  mitigating  circumstances  exist. 

h)  Likewise,  If  the  home  visit  revealed  that  the  applicant  was  currently  permitting 

unauthorized  occupants  to  share  the  unit,  was  engaged  In  criminal  activity  or 
displayed  some  other  situation  that  was  inconsistent  with  the  information  presented 
on  the  application,  the  applicant  would  be  rejected.  SFHA  staff  will  document  any 
cases  where  the  home  visit  results  in  a  rejection. 
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i)  SFHA  staff  and  residents  performing  the  home  visit  will  be  trained  to  note  the 

difference  between  damage  to  the  current  residence  that  has  been  caused  by  the 
applicant  as  opposed  to  substandard  conditions  in  the  unit  that  are  the  responsibility 
of  the  landlord  or  the  housing  provider. 

j)  An  applicai:  „  uehavior  toward  SFHA  staff  and  residents  conducting  the  home  visit 

will  be  considered  in  will  be  considered  in  relation  to  future  behavior  toward 
neighbors.  Physical  or  verbal  abuse  or  threats  by  an  applicant  toward  SFHA  staff  or 
residents  will  be  noted  in  the  file  and  included  in  the  screening  evaluation. 

k)  Applicants  that  fail  the  home  visit  are  rejeaed  barring  the  existence  of  mitigating 

circumstances.  If  the  applicant  attends  the  pre-occupancy  briefing  a  re-inspection 
will  occur  after  attendance  at,  the  training.  (Note:  The  pre-occupancy  briefing  would 
normally  occur  after  the  rest  of  the  screening  process  is  completed.  Referrals  as 
described  in  this  paragraph  may  require  a  different  processing  sequence.) 

H.        Pre-Occupancy  Briefing 

1.  Completion  of  a  pre-occupancy  briefing  designed  by  the  SFHA  in  cooperation  with  existing 
residents  or  delivered  by  a  third  party  under  contraCT  to  SFHA  will  be  required  by  all 
applicants. 

2.  Attendance,  behavior  during  the  bnefing,  and  satisfactory  compledon  of  the  briefing,  are 
part  of  SFHA's  screening  criteria.  Failure  to  attend  and  satisfactorily  complete  the  pro-ram 
will  result  in  rejection  of  the  application. 

3.  The  briefing  will  typically  be  offered  when  the  applicant  is  within  90  days  of  being  offered  a 
unit  (Applicants  that  fail  a  home  visit  may  be  referred  to  this  program  on  a  different 
schedule  than  that  noted  here.)  A  pool  of  applicants  that  have  successfully  completed  the 
briefing  will  be  maintained  by  the  SFHA  A  unit  will  riot  be  offered  until  an  applicant 
successfully  completes  the  program. 

4.  The  briefing,  once  implemented,  may  include  the  following  topics: 

a)  Program  purpose  and  relationship  to  SFHA's  screening 

b)  How  screening  relates  to  lease  compliance 

c)  Keeping  the  unit  clean 

d)  Review  of  the  SFHA's  lease  requirements,  house  rules,  safety  and  securit}'  issues 

e)  Information  on  the  SFHA's  Family  Self-Sufficienc)'  Program 

f)  Rights  and  responsibiliues  of  the  SFHA  and  the  resident 

g)  Procedures  that  will  be  followed  should  lease  violations  occur  SFHA's  obligation  to 
make  reasonable  accommodations  for  person  with  disabilities 

h)  The  role  of  the  resident  council 

5.  SFHA's  pre-occupancy  briefing  will  be  fully  accessible  to  persons  with  disabiliues. 
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I.  Recommendation  of  Admission  or  Rejection 

1.  When  a  determination  of  eligibility  and  qualification  for  Local  Preferences  has  been  made 
and  either  the  verification  forms  have  been  returned  or  telephone  verifications  obtained,  and 
the  Home  Visit  and  the  pre-occupancy  ^riefing  completed,  staff  will  make  a 
recommendation  of  Admission  or  Rejection.  This  determination  will  be  based  on  the 
following: 

a)  Responses  from  current  and  at  least  one  former  landlord  or  response  from  housing 
providers  other  than  a  private  landlord  (if  applicable)  -  All  positive  or  neutral 
responses  would  mean  the  applicant  family  can  be  recommended  for  admission.  The 
applicant  must  be  considered  capable  of  and  willing  to  comply  with  the  SFHA's  lease 
terms  for  a  recommendation  of  admission; 

b)  Responses  from  utility  suppliers  (if  applicable)  -  A  positive  or  neutral  response  that  is 
consistent  with  the  landlord  information  would  result  in  a  recommendation  of 
admission; 

c)  SubjeCT  to  SFHA's  consideration  of  any  mitigating  circumstances,  no  member  of  the 
applicant  family,  7  years  of  age  or  older,  should  be  currently  involved  in  criminal 
activity,  have  charges  pending,  or  be  convicted  of  a  felony  for  a  recommendation  of 
admission; 

d)  Credit  reports  or  eviction  services  information  (if  applicable)  -  the  applicant  must 
have  a  neutral  or  good  record  for  a  recommendation  of  admission.  This  would 
include  no  evictions  due  to  lease  violations  or  non-payment  of  rent  within  the  past 
three  (3)  years  or  past  three  (3)  tenancies  whichever  is  longer. 

e)  Home  Visit  Report  (when  performed  per  these  procedures)  -  to  be  recommended 
for  admission  the  applicant  must  receive  a  satisfactory  or  better  rating. 

f)  Pre-occupancy  briefing  -  SFHA  requires  that  applicants  with  poor  housekeeping  or  a 
lack  of  verifications  in  any  two  of  the  screening  criteria  attend  a  resident  orientation 
program.  The  applicant  must  receive  a  satisfactory  or  bener  rating  for  completing  the 
program. 

g)  Admissions  Folder  Checklist  -  Staff  will  complete  a  File  Completion  Checklist  for 
each  application  file.  If,  at  any  point  in  the  screening  process  it  becomes  clear  to  staff 
that  an  applicant  -will  not  meet  the  screening  criteria,  the  Checklist  -wall  be  signed  and 
the  decision  to  reject  noted.  The  same  procedure  will  be  followed  when  applicants 
are  certified  acceptable  for  admission. 

2.  Supervisory  review  of  folders  -  Difficult  cases  may  also  be  forwarded  to  the  appropriate 
supervisor  or  discussion  and  review.  The  first  step  in  the  supervisory  review  of  a  difficult 
case  is  a  determination  of  the  file  completeness.  If  any  information  is  missing  or  the  case  for 
rejection  or  acceptance  is  not  compelling,  the  file  will  be  returned  to  the  appropriate  staff 
person  for  further  work. 
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3.  Quality  Control  (QC):  From  time  to  time  selected  folders  will  be  sent  to  the  appropriate 
supervisor  for  a  quality  control  review.  The  supervisor  will  review  the  folder,  and  initial  the 
checklist.  On  a  monthly  basis,  supervisors  will  perform  quality  control  reviews  by  reviewing 
folders  at  random.  Information  in  the  folders  will  be  cross-checked  against  the  information 
in  the  computer.  Results  of  the  QC  review  will  be  shared  with  staff.  Fui'  ,  the  results  of 
the  QC  win  be  considered  in  evaluating  staff  performance. 

4.  The  following  list  of  factors  that  will  not  be  considered  in  making  a  decision  to  reject  any 
application: 

a)  Race,  Color,  Religion,  Age,  Source  of  Income,  Sex,  Marital  Status,  Parental  Status, 

Sexual  Preference,  Political  Ideology,  Handicap  or  Disability  ^eluding  mental  or 
physical),  Ancestry,  or  National  Origin. 

5.  During  the  screening  process,  staff  performing  the  review  will  consider  the  following  prior 
to  rejection  of  any  applicant: 

a)  In  accordance  with  24  CFR  960.205  (d),  the  SFHA  is  required  to  consider  mitigating 
circumstances  for  aU  applicants,  except  in  the  case  of  lifetime  sex  offender 
registration  requirement  and  conviction  of  manufacturing  methamphetamine  on  the 
premises  of  federally  assisted  housing.  The  housing  authority  will  notify  in 
correspondence  to  the  applicant  of  its  requirement  to  consider  mitigating 
circumstances.  If  negative  screening  information  is  received  on  an  applicant,  staff 
will  contart  the  applicant  and  set  up  a  second  meeting  to  determine  whether 
mitigating  circumstances  exist  that  make  it  possible  to  approve  the  application. 

b)  Persons  with  a  known  disability  -  If  negative  screening  information  is  received  on 
such  an  applicant,  mitigating  circumstances  or  contact  the  applicant  and  set  up  a 
second  meeting  to  determine  whether  mitigating  circumstances  or  reasonable 
accommodation  would  make  it  possible  to  approve  the  application. 

6.  If  the  applicant  is  not  known  to  have  a  disability  or  handicap,  or  there  is  no  evidence  of 
mitigating  circumstances,  the  application  will  be  rejeaed.  If  an  applicant  is  clearly  eligible 
and  passes  the  screening  criteria,  admission  shall  be  authorized.  Similarly,  if  the  applicant  is 
ineligible,  rejection  shall  be  authorized. 

7.  If  rejected,  an  applicant  may  request  an  informal  meeting  to  determine  whether  the  rejeaion 
was  in  compliance  with  the  aforesaid  procedures.  The  applicant  must  submit  a  written 
request  for  an  informal  meeting  no  later  than  ten  (10)  days  after  receipt  of  the  notification  of 
rejeaion  for  admission.  The  meeting  will  consist  of  the  EUgibility  Manager  and  the  Director 
of  Housing  Management,  or  designee.  The  results  of  the  informal  meeting  -w-iU  be  provided 
to  the  applicant  in  writing  no  later  than  five  (5)  working  days  after  the  meeting  date. 

8.  If  not  satisfied  with  the  results  of  the  informal  meeting,  the  applicant  may  request  a  review 
by  the  Mitigating  Circumstances  Review  Board.  The  applicant  must  submit  a  wntten  request 
for  the  review  no  later  than  ten  (10)  days  after  receipt  of  the  letter  informing  him/her  of  the 
results  of  the  informal  meeting.  See  part  III  section  E  for  details  on  the  Mitigating 
Circumstances  Review  Board.  The  results  of  the  review  will  be  pro-vided  to  the  applicant  in 
writing  no  later  than  five  (5)  working  days  after  the  meeting  date. 
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J.  Acceptable  Documentation 

1.  In  addition  to,  in  support  of,  or  in  lieu  of  a  landlord  verification  form,  the  SFHA  will  accept 
credible  evidence  of  rent  payment,  utility  payments  in  the  form  of  canceled  rent  checks,  or 
monev^  orders  for  any  period  of  tenancy  under  review.  SFHA  will  review  up  to  12  months  of 
rent  re'^cipts,  utility  bills,  etc.  unless  the  applicant  documents  that  a  shorter  period  time  is 
applicable. 

2.  Acceptable  documentation  for  an  applicant's  history  with  respect  to  disturbances, 
destruaion  of  property  damages,  housekeeping  habits,  and  care  of  the  unit  are: 

a)  Completed  "Landlord  Verification"  Form  for  all  previous  tenancies  as  required  by 
these  procedures.  The  form  includes  questions  related  to  this  screening  criterion, 
specifically  questions  on  caning  for  the  unit,  and  questions  or  applicant  behavior 
while  a  resident. 

b)  If  no  landlord  verification  is  possible,  a  completed  Part  I  of  the  "Applicant  Screening 
Interview  Checklist"  and  completed  verification  forms  with  any  discrepancies  in  the 
information  on  these  forms  resolved  to  the  SFHA's  satisfaction.  Forms  will  include 
questions  for  both  the  applicant  and  third  parties  applicable  to  "the  ability  to  care  for 
the  unit,  general  lease  compliance,  and  ability  to  perform  activities  that  related  to 
lease  compliance." 

c)  A  completed  SFHA  "Home  Visit"  Form. 

d)  No  criminal  offenses  or  criminal  activity  as  reported  through  state  and  local  criminal 
records  system. 

3.  When  evaluating  documentation  received  with  respect  to  disturbances,  destruaion  of 
property,  damages,  housekeeping  habits,  and  care  of  the  unit,  SFHA  will  give  the  greatest 
weight  for  admission  to  applicants  with: 

a)  No  record  of  activity  or  behavior  that  would  disturb  other  residents  or  neighbors 
peaceful  enjo)'ment  of  their  accommodations;  no  record  of  acti\'ity  or  behavior  that 
resulted  an  apartment  unit  or  residential  facility  of  any  kind,  grounds  or  common  arex 
associated  with  such  apartment  or  facility,  the  real  or  personal  property  of  neighbors. 

b)  No  record  of  activity  or  behavior  (especially  housekeeping)  that  resulted  in  safet)' 
violations,  unsanitary  or  unhealthy  conditions  in  a  unit  Evidence  that  the  applicant 
reponed  maintenance  problems  to  the  Landlord  in  a  timely  manner. 

c)  Where  objectionable  behavior  has  occurred,  clear  evidence  of  mitigating 
circumstances  and  evidence  that  the  applicant  ceased  the  behavior  or  acti-vity  and, 
where  applicable,  made  restitution  (monetary  or  otherwise)  to  persons  affected. 

d)  Where  damage  to  property  occurred  clear  evidence  of  mitigating  circumstances  such 
that  the  applicant  ceased  the  behavior  or  activity  and,  where  applicable,  made 
restitution  (monetary  or  otherwise)  that  resulted  in  the  property  being  restored  to  a 
decent,  safe,  and  sanitary  condition  (e.g.  paid  reasonable  charges  for  the  cost  of 
repairs). 

4.  Other  indicators  for  applicant's  history  with  respea  to  disturbances,  destruction  of  property, 
damages,  housekeeping  habits,  and  care  of  the  unit  are: 
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a)  Caring  for  one's  room  or  space  (especially  when  living  with  someone  else  or  in  a 
shelter,  or  group  home); 

b)  Maintaining  any  physical  space  (perhaps  related  to  a  job); 

c)  Availability  and  use  of  a  chore  service  or  other  assistance  with  care  of  the  unit; 

d)  Live-in  aide  available; 

e)  When  offered  by  SFHA,  successfully  answering  questions  about  how  to  care  or  an 
apartment  and  successful  completion  of  a  residency  training  program  acceptable  to 
the  SFHA. 

f)  Treatment  of  others  with  whom  she  lives; 

g)  Treatment  of  administrators  or  other  participants  'in  programs  that  the  applicant  is  or 
has  participated  in; 

h)  Recent  school  and  work  relationships; 

I)  When  offered  by  the  SFHA,  behavior  during  completion  of  residency  training 

programs  acceptable  to  the  SFHA. 

K-         Screening  Criteria  and  Procedures  -  Applicants  With  Disabilities 

L  Meeting  Section  504   access   and  communications  requirements   during  the  application 

process 

a)  If  an  applicant  has  difficulty  completing  written  forms,  SFHA  will  permit  the 
applicant  to  bring  someone  to  the  interview  to  assist  them.  Other  reasonable 
accommodations  will  be  considered  on  a  case-by-case  basis.  Third  party  verifications 
will  not  be  given  to  applicants.  SFHA  staff  will  contact  the  third  party  direcdy.) 

b)  To  insure  the  opportunity  for  equal  access  to  housing  benefits  and  program  related 
services;  SFHA  will  make  reasonable  accommodations  'or  applicants  with  disabilities. 
SFHA  will  also  make  sure  that  form  and  other  documents  completed  by  applicants 
are  available  in  accessible  formats.  If  requested  by  the  applicant  with  disabilities, 
SFHA  will  provide  sign  language  interpreters  and/ or  other  auxiliary  aides. 

c)  SFHA  will  confirm  the  presence  of  a  disability,  but  will  not  make  inquiries  about,  its 
nature  or  extent,  prior  to  making  any  accommodation  or  providing  auxiliary  aides. 

d)  At  the  time  of  initial-application,  the-SFHA  will  provide  a  notice  to  all  applicants 
that  explains  Section  504  and  Fair  Housing  requirements  including  the  right  to 
request  reasonable  accommodations. 

e)  Intake  and  screening  inter-views  and  other  meetings  required  during  the  application 
process  will  be  conducted  at  accessible  locations.  SFHA  will  make  arrangements  with 
the  apphcant  to  meet  at  home  or  at  a  location  that  is  accessible. 

i)  SFHA  will  not  make  accommodations  that  cause  a  fundamental  alteration  in  the 

nature  of  the  program  or  create  undue  financial  and  administrative  burdens. 

2.  Mitigating  circumstances  for  all  applicants  and  reasonable  accommodations  for  applicants 

with  disabilities 
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a)  It  is  illegal  to  reject  an  applicant  because  he  or  she  is  a  person  uith  a  disabilit)',  or  for 
reasons  that  could  be  overcome  by  SFHA's  reasonable  accommodation  of  the 
applicant's  disability  or  handicap.  If,  even  with  reasonable  accommodation, 
applicants  with  disabilities  or  handicaps  cannot  meet  essential  program  requirements, 
it  is  permissible  to  reject  them. 

b)  Such  inability  to  meet  program  requirements  might  arise  because  of  behavior  or 
performance  in  past  housing,  inability  to  comply  with  the  terms  of  SFHA's  lease,  or 
needed  services  from  SFHA's  staff  that  represent  an  alteration  in  the  fundamental 
nature  of  SFHA's  program  (e.g.  Services  to  residents  that  are  beyond  the  scope  of 
the  housing  program,  services  not  a  part  of  the  program.) 

Meeting  24  CFR  Part  5,  Subpart  F,  and  the  Section  504  regulations  requirements  for 
processing  applicants  including  persons  with  disabilities. 

a)  Stage  1:  eligibility  review  (applies  to  all  applicants) 

(1)  The  first  stage  of  processing  is  the  determination  of  program  eligibility.  At 
this  point  verification  of  disability  or  handicapped  is  needed  only  to 
determine  eligibility  for  a  unit  with  accessible  features  or  units  in  properties 
designated  for  use  by  special  populations.  In  addition,  a  verification  of 
disability  will  also  be  needed  where  an  applicant  claims  deductions  for 
income  specific  to  them  status  as  an  elderly/disabled  household. 

(2)  For  admission  to  certain  properties,  "disabled  family"  status  is  required  to 
meet  the  eligibility  criterion  related  to  that  property  (besides  qualifying  the 
member  for  a  special  deduction  in  rent  computation  and  conferring  a 
preference  in  assigning  units  in  designated  buildings).  Once  an  applicant  has 
been  determined  to  have  a  disability  or  handicap,  no  further  reference  should 
be  made  to  that  fact  unless  the  application  reaches  the  third  stage  of 
processing. 

b)  Stage  2:  Applying  the  applicant  selection  criteria  (applies  to  all  applicants) 

(l)  The  second  stage  of  processing  is  applying  the  applicant  selection  critena 
contained  in  this  procedure.  Thus,  an  applicant  who  happens  to  have  a 
disability  or  handicap  but  is  able  to  demonstrate  a  history  of  meeting 
financial  obligations,  caring  for  a  rental  unit,  avoiding  disturbing  neighbors 
and  destroying  property,  eschewing  criminal  behavior,  and,  if  necessary, 
ability  to  comply  with  SFHA's  lease,  would  be  recommended  for  admission 
with  no  further  reference  to  or  consideration  of  any  disability  or  handicap. 
Neither  mitigating  circumstances  nor  reasonable  accommodations  will  be  an 
issue  for  any  applicant  who  passes  the  applicant  selection  criteria. 

c)  Stage  3:  Seeking  mitigating  circumstances  or  reasonable  accommodation  (for 
applicants  with  disabilities  only) 

(1)  The  third  stage  of  processing  would  only  come  into  play  if  an  applicant  could 
not  meet  one  or  more  of  the  applicant  selection  criteria  discussed  in  these 
procedures.  At  this  point,  applicants  with  disabilities  or  handicaps  are  entided 
to  considerations  of  reasonable  accommodations. 
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(2)  Prior  to  issuance  of  a  Notice  of  Rejection,  staff  wUl  hold  a  follow-up 
meeting,  with  any  applicant  known  to  have  a  disability  or  handicap  who 
cannot  meet  one  or  more  of  the  applicant  screening  criteria.  The  purpose  of 
the  follow-up  meeting  is  to  determine  whether  it  is  possible  to  admit  the 
applicant  through  consideration  of  mitigating  circumstances  (availab'  --^  all 
SFHA  applicants)  or  by  applying  reasonable  accommodation  (available  only 
to  applicants  with  disabilities). 

(3)  Mitigating  circumstances  are  facts  relating  to  the  applicant's  record  of 
unsuitable  rental  history  or  behavior,  which,  when  verified,  would  indicate 
both: 

i.  The  reason  for  the  unsuitable  rental  histoiy  and/or  behavior,  and 

ii.  That  the  reason  for  the  unsuitable  rental  history  and  behavior  is  no 

longer  in  effect  or  is  under  control  and  applicant's  prospect  for  lease 
compliance  is  an  acceptable  one,  justifying  admission.  Mitigating 
circumstances  would  overcome  or  outweigh  information  already 
gathered  in  the  resident  screening  process. 

For  example,  if  an  applicant's  previous  history  of  disturbing  neighbors  was 
very  poor,  but  his  recent  behavior  was  much  improved,  SFHA  could 
consider  this  mitigating  circumstance.  AppKcants  have  a  responsibility  to 
provide  credible  evidence  to  document  the  improvement  if  the  file  contains 
only  data  about  the  former  problems.  SFHA,  with  the  applicant's 
cooperation,  will  seek  third  party  verification  of  applicant  claims  of  improved 
behavior. 

(4)  If  the  evidence  of  mitigating  circumstances  presented  by  the  applicant  relates 
to  a  change  in  medical  conditions  or  course  of  treatment,  SFHA  shall  have 
the  right  to  refer  such  information,  subjett  to  the  applicant's  authorization,  to 
persons  qualified  to  evaluate  the  evidence  and  verify  the  mitigating 
circumstance 

(5)  SFHA  shall  also  have  the  right  to  request  further  information  reasonably 
needed  to  verify  mitigating  circumstance.  Such  inquiries  will  be  limited  to  the 
information  necessary  to  venfy  the  mitigating  circumstances  or  reasonable 
accommodation.  (See  below.)  If  the  applicant  refuses  to  pro\ide  further 
information,  SFHA  will  give  no  farther  consideration  to  the  mitigating 
circumstance. 

(6)  Screening  personnel  must  keep  in  mind  that  an  applicant  v.ixh  a  handicap  or 
disability  who  may,  for  example,  be  unable  to  care  for  a  current  apartment 
alone,  may  still  qualify  as  able  to  comply  with  the  lease  if  he  or  she  can 
demonstrate  that  assistance  with  caring  for  the  unit  has  been  secured.  Such 
assistance  could  be  in  the  form  of  a  Live-in  Aide,  or  it  could  be  a  friend, 
farruly  member,  chore  service  or  employee  of  the  applicant.  It  is  not  the 
province  of  the  SFHA  to  make  judgments  about  the  best  way  to  provide 
assistance,  but  simply  to  determine  whether  the  assistance  uill  enable  the 
applicant  to  meet  the  screening  criteria. 
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(7)  If  some  form  of  assistance  is  needed  to  enable  an  applicant  to  comply  fully 
with  the  lease  terms,  screening  staff  should  obtain  verifications  that  such 
assistance  is  available  to  the  applicant. 

4.  Reasonable  acco^  -  -odations  for  applicants  with  disabilities  (disability  status  subject  to 
verification) 

a)  If  no  mitigating  circumstances  exist  that  satisfy  SFHA's  applicant  selection  criteria, 
the  SFHA  must  consider  reasonable  accommodadons  requested  by  the  applicant  or 
structural  modifications  that  SFHA  could  make  to  eliminate  administrauve  or 
architectural  barriers  to  housing  the  applicant. 

b)  Reasonable  accommodations  may  take  the  form,  of  changes  in  rules,  policies, 
practices,  or  services  ^f  provided  by  the  SFHA),  when  such  accommodadons  are 
necessary  to  afford  a  person  with  disabilities  equal  opportunity  to  pardcipate  in  the 
program  or  to  use  and  enjoy  a  SFHA  dwelling  unit,  including  public  and  common 
use  areas.  For  example,  approving  an  applicant  for  a  larger  unit  (waiving  the  unit 
occupancy  standards)  to  permit  occupancy  by  a  Ilve-in  aide  who  would  assist  the 
applicant  with  some  aspect  of  lease  compliance  the  applicant  could  not  otherwise 
achieve. 

c)  Structural  changes  include  physical  changes  made  to  the  unit,  building,  development 
or  grounds. 

d)  Accommodations  or  structural  modifications,  to  be  considered  reasonable,  must  not 
cause  undue  financial  or  administrative  burdens  or  an  alteration  in  the  fundamental 
nature  of  SFHA's  public  housing  program.  If  a  service  is  necessary  for  compliance 
with  the  lease,  SFHA  cannot  be  required  to  provide  it  to  an  applicant  with  a 
disability  if  it  is  not  provided  to  other  residents;  but  the  SFHA  must  consider 
admitting  that  applicant  if  he  or  she  can  document  that  the  service  will  be  provided 
by  others  at  no  cost  to  the  SFHA. 

5.  Screening  and  substance  abusers  -  see  Part  C  3  of  this  Section. 

6.  Rejecting  applicants  with  disabilities  -  Any  applicant  with  a  disability  or  handicap  who 
cannot  meet  the  applicant  screening  criteria  taking  into  account  possible  mitigating 
circumstances,  reasonable  accommodations  by  the  SEHA,  or  services  needed  for  lease 
compliance  verified  to  be  provided  to  the  applicant  by  others,  must  be  rejected. 

VI.     Tenant  Selection  and  Assignment  Plan 

The  SFHA  will  offer  one  (1)  offer  of  a  public  housing  unit  to  each  applicant  approved  for  the  public 
housing  program.  The  sequence  of  unit  offers  will  be  based  upon  date  and  time  the  application  is 
received,  type  and  size  of  unit  needed  and  selected  by  the  family,  and  factors  affecting  preference  or 
priority  that  are  consistent  with  the  objectives  of  Titles  VI  of  the  Civil  Rights  Act  of  1964  and  Tide 
VIII  of  the  Civil  Rights  Act  of  1968  and  the  HUD  regulations  and  requirements  pursuant  thereto 
[24  CFR  1.4(b)  (2)  Cu^and  100;  QHWRA,  Sec.  525]. 
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A.  Preference  Point  System 

The  SFHA  has  allocated  points  for  each  local  preference  as  follows: 

Working  32  hours  .  2  points 

Working  20  hours  or  in  education/training  1  point 

Veterans  1  point 

Victims  of  Domestic  Violence  1  point 

Rent  Burden  (paying  more  than  50%  for  rent)  2  points 

Substandard  Housing  1  point 

Homeless  and/or  Displaced  1  point 

Residents  of/Work  in  City  of  San  Francisco  1  point 

B.  Waiting  List  and  Offers  of  Housing 

1.  All  registrations  (pre-appKcations)  are  time  and  date  stamped  upon  receipt  by  the  Eligibility 
Department.  Applicants  will  be  placed  on  the  appropriate  waiting  list(s)  by  date  and  time  of 
application  and  any  applicable  local  preferences. 

a)  For  example,  a  family  may  choose  to  be  on  both  the  two-bedroom  waiting  list  and 

the  three-bedroom  waiting  list  if  the  family  meets  the  Occupancy  Standards  criteria 
for  both  bedroom  sizes. 

2.  SFHA  will  monitor  the  waiting  list  and  schedule  applicant  interviews  based  on  projected 
turnover.  The  objective  is  to  maintain  a  ready  pool  of  eligible  and  suitable  applicants  to 
which  offers  of  housing  will  be  made.  SFHA  may  permit  private  management  companies  to 
condua  eligibility  and  suitability  screening. 

3.  This  assignment  plan  will  be  maintained  in  a  central  location,  the  Eligibility  Department. 

4.  EUgibility  staff  will  regularly  check  and  ensure  that  verifications  for  preferences,  income  and 
family  composition  are  current  within  90  days  for  approved  ("Applicants  to  be  Referred") 
families  near  the  top  of  the  waiting  list. 

5.  In  the  process  of  making  unit  offers,  the  Eligibility  Department  will  first  refer  to  the 
"Applicants  to  be  Referred"  list. 

a)  The  Eligibility  Department  will  ensure  that  all  approved  applicants  are  placed  on  the 

"Applicants  to  be  Referred"  list. 

(1)  For  example,  3-bedroom  elderly  or  disabled  families  shall  be  placed  on  the  3- 
bedroom  general  occupancy  (family)  list  if  there  are  no  3-bedroom  units  in 
elderly/disabled  developments. 
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(2)  FamiKes  needing  wheelchair  accessible  units  or  other  accessibility  features 
shall  be  indicated  on  the  "Applicants  to  be  Referred"  list,  and  shall  be  listed 
in  preference  order  with  all  other  applicants. 

(3)  Families  needing  a  downstairs  unit  will  be  indicated  on  the  "Applicants  to  be 
Referred"  list. 

Eligibility  Staff  wiU  next  refer  to  the  "Vacant  Unit  Analysis  Report"  when  making  unit 
offers. 

a)  Eligibility  staff  will  ensure  that  all  units,  vacant  and  expected  to  become  vacant,  are 
on  this  list,  in  chronological  order  (unit  vacant  longest  is  listed  first) 

b)  Codes  on  the  "Vacant  Unit  Analysis  Report"  shall  clearly  indicate  which  units  are 
ready  for  referral  ^.e.,  units  not  undergoing  extensive  modernization  or  casualty 
damage,  in  litigation,  or  other  condition  expected  to  keep  the  unit  uninhabitable  for 
two  or  more  months).  NOTE:  Good  communication  processes  and  protocols 
between  management  and  maintenance  shall  be  given  high  priority. 

c)  The  fields  on  the  "Vacant  Unit  Analysis  Report"  indicating  "Estimate  Ready"  and 
"Actual  Ready"  shall  be  updated  daily,  as  required. 

d)  Only  units  on  the  "Vacant  Unit  Analysis  Report"  that  are  ready  or  expected  to  be 
ready  within  two  months  shall  be  referred. 

Eligibility  staff  will  next  refer  to  the  "outstanding  offers" 

a)  Eligibility  staff  shall  ensure  that  elderly/disabled  families  needing  a  3-bedroom  or 
larger  unit  are  offered  appropriately  sized  units  in  general  occupancy  (family) 
developments  in  correct  preference/date  order.  If  there  are  no  units  of  that  bedroom 
size  in  Mixed  Population  (elderly/disabled)  developments. 

b)  For  Mixed  Population  developments,  only  families  coded  "E"  (elderly/disabled)  will 
be  selected. 

c)  Eligibility  staff  shall  ensure  that  "Applicants  to  be  Referred"  list  is  clearly  coded  for 
families  needing  downstairs  units  only,  wheelchair  accessibility,  or  other  accessibility 
features,  and  will  refer  to  appKcant  file  before  making  referrals. 

(1)  For  example,  an  upstairs  unit  will  not  be  offered  to  a  family  who  indicated 
that  they  must  have  a  downstairs  unit. 

(2)  See  "Occupancy  of  EKveUing  Units  with  Accessible  or  Adaptable  Feature" 
for  order  of  offers  of  accessible  units. 

d)  Families  needing  wheelchair  accessibility  units  will  be  offered  the  next  available 
public  housing  unit  (see  good  cause  for  refusal). 
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8.  Eligibility  staff  will  place  a  telephone  call  to  the  first  applicant  at  the  top  of  "Applicants  to  be 
Referred"  list,  of  the  appropriate  bedroom  size,  to  offer  that  applicant  the  unit  at  the  top  of 
the  "Vacant  Unit  Analysis  Report" 

a)  "Top  of  list"  is  defined  as  the  appKcant  with  the  highest  preference  points  and  the 
oldest  appKcation  date. 

(1)  For  example,  an  applicant  who  applied  for  public  housing  in  1998  but  was 
approved  in  2001  would  be  higher  on  the  list  than  an  applicant  with  the  same 
preference  points  who  applied  for  public  housing  in  1999  but  was  approved 
in  2000.  • 

b)  The  eligibility  staff  shall  send  the  offer  letter  out  the  same  day,  -with  offer  of  the 
specific  unit,  requiring  applicant  to  accept  or  rejea  within  five  (5)  days. 

c)  Staff  shall  input  the  date  of  unit  offer  in  the  "Outstanding  Offers"  report. 

9.  Eligibility  staff  will  place  a  telephone  call  to  the  second  appKcant  at  top  of  "Applicants  to  be 
Referred"  list,  of  the  appropriate  bedroom  size,  to  offer  2"^*  unit  at  top  of  "Vacant  Unit 
Analysis  Report. 

a)  Staff  shall  send  offer  letter  out  same  day,  with  offer  of  specific  unit. 

b)  That  day's  date  will  be  entered  in  the  "Outstanding  Offers"  report. 

10.  Eligibility  staff  will  refer  each  vacant  or  expeaed-to-be  vacant  unit  out  evety  five  (5)  days 

a)  If  the  date  the  unit  on  this  list  was  offered  is  three  days  from  this  day,  the  unit  will  be 

offered  again. 

(1)  For  example,  if  date  unit  offered  indicates  "11/03/01",  the  unit  will  be 
offered  again  on  "11/08/01" 

(2)  If  date  unit  offered  indicates  "11/15/01,  the  unit  will  be  offered  again  on 
"11/20/01" 

11.  Staff  shall  continue  offering  units  following  procedure  above  until  unit  is  accepted  and 
leased. 

12.  Applicants  who  do  not  respond  to  the  unit  offer  letter  within  five  (5)  working  days  of  the 
date  of  the  notice  will  be  considered  "non-responsive"  and  withdrawn  from  all  waiting  lists. 

13.  If  applicant  accepts  the  offer  by  phone,  eligibility  staff  will  send  letter,  confirming  acceptance 
of  unit. 

14.  SFHA  will  maintain  records  of  units  offered,  including  locarion,  date,  and  circumstances  of 
each  offer,  and  each  acceptance  or  refusal,  including  the  reason  for  the  refusal.  The 
Eligibility  Department  must  record  this  information  in  CCS  for  the  purpose  of  identifying 
"hard  to  market"  units. 
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Acceptance  or  Rejection  of  Offer 

After  accepting  the  offer  of  housing,  the  applicant  will  be  shown  a  vacant  unit  in  their 
selected  location.  Units  and  applicants  are  matched  based  on  the  size  and  type  of  housing 
required  by  an  applicant,  taking  into  account  priorities  for  accessibility  and  allocation  plans. 
If  more  than  one  unit  of  the  appropriate  size  and  type  is  available,  the  first  unit  offered  to 
the  applicant  will  be  the  first  unit  ready  with  the  oldest  vacancy  date. 

If  an  applicant  declines  the  offer  of  housing  (without  "good  cause"),  or  does  not  respond  to 
the  offer  of  housing,  their  name  will  be  placed  at  the  bottom  the  waiting  list.  The  Eligibility 
Department  will  do  so  by  changing  the  date  and  time  of  application  from  the  original  date  to 
the  date  and  time  of  the  refusal  of  housing. 

If  an  applicant  is  willing  to  accept  the  unit  offered  but  is  unable  to  move  at  the  time  of  the 
offer  or  if  acceptance  of  the  offer  of  a  suitable  vacancy  will  result  in  undue  hardship  not 
related  to  considerations  of  race,  color,  sex,  religion,  disability,  or  national  origin,  the 
applicant  will  keep  their  place  on  the  waiting  list  [24  CFR  1.4  (b)(2)(ii)  &  (Hi)].  The  applicant 
must  be  able  to  document  that  the  hardship  claimed  is  "good  cause"  for  refusing  an  offer  of 
housing.  Where  "good  cause"  is  verified  to  SFHA's  satisfaction,  the  refusal  of  the  offer  shdl 
not  require  that  the  applicant  be  dropped  to  the  bottom  of  all  waiting  Ksts  or  otherwise  affect 
the  family's  position  on  any  waiting  list.  [24  CFR  85.42]. 

Examples  of  good  cause  reasons  for  the  refusal  of  an  offer  of  housing  (public  housing  or 
alternative  housing  opportunity)  include,  but  are  not  limited  to: 

a)  The  unit  is  not  of  appropriate  size  or  type 

b)  Inaccessibility  to  source  of  employment,  education,  or  job  training  that  would 
require  an  adult  household  member  to  quit  a  job,  drop  out  of  an  educational 
institution,  or  job  training  program.  Or  inaccessibility  to  children's  day  care  or 
educational  program  that  would  take  a  child  out  of  day  care  or  an  educational 
program; 

c)  Presence  of  lead  paint  in  the  unit  offered  when  the  applicant  has  children  under  the 
age  specified  by  current  law, 

d)  The  family  demonstrates  to  SFHA's  satisfaction  that  accepting  the  offer  uoU  place  a 
family  member's  life,  health,  or  safety  in  jeopardy.  The  family  must  offer  specific  and 
compelling  documentation  such  as  restraining  orders,  other  court  orders,  or  risk 
assessments  related  to  witness  protection  from  a  law  enforcement  agency  or  a  threat 
assessment  that  verifies  danger  from  criminal  activity.  Reasons  offered  must  be 
specific  to  the  family  (e.g.  hate  crimes).  Refusals  due  to  location  alone  are  not  good 
cause; 

e)  The  unit  is  inappropriate  for  the  applicant's  disabilities,  or  the  family  does  not  need 
the  accessible  features  in  the  unit  offered  and  does  not  want  to  be  subjea  to  a  30-day 
notice  to  move. 
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5.  Examples  of  good  cause  related  to  an  applicant's  willingness  to  accept  an  offer  but  inability 

to  move  at  the  time  of  the  offer  include: 

a)  A  health  professional  verifies  temporary  hospitalization  or  recovery  from  illness  of 
the  principal  household  member,  other  household  members  (each  as  listed  on  final 
application)  or  live-in  aide  necessaiy  lo  the  care  of  the  principal  household  member; 

b)  The  family  head,  spouse  or  sole  member  is  serving  on  an  impaneled  jury. 

D.  Housing  Transfers  and  the  Offering  of  Units 

Three  of  the  four  types  of  transfers  will  take  priority  over  new  admissions:  Priorit)^  (Emergency), 
Administrative  Transfers  and  Resident-Initiated  Transfers  will  be  offered  housing  before  new 
admissions.  See  Transfer  Policy,  Section  VIII  of  this  document. 

E.  Occupancy  of  Dwelling  Units  with  Accessible  or  Adaptable  Features 

1.  Units  with  accessible  or  adaptable  features  will  be  first  offered  to  current  residents  in  need  of 
the  units'  features  before  offering  such  a  unit  to  an  applicant  with  a  disability. 

2.  Offers  of  housing  for  all  accessible  or  adaptable  units  will  first  be  made  to  current  residents 
having  a  disability  that  requires  the  special  features  of  the  vacant  unit.  (In  effect,  a  transfer  of 
the  occupant  with  disabilities  from  a  non-adapted  unit  to  the  vacant  accessible/ adapted 
unit). 

3.  If  there  is  no  current  resident  in  need  of  the  unit,  the  unit  will  be  offered  to  an  eligible 
applicant  having  a  disability  that  requires  the  special  features  of  the  vacant  unit  [24  CFR  8.27 
(a)(l)(2)and(b)]. 

4.  If  there  is  no  such  applicant  and  the  SFHA  offers  the  unit  to  an  applicant  without  a 
disability,  SFHA  will  require  the  applicant  to  agree  to  move  to  an  available  non-accessible 
unit  within  30  days  when  either  a  current  resident  or  an  applicant  needs  the  features  of  the 
unit.  This  requirement  wiU  be  reflected  in  the  lease  agreement  signed  with  the  applicant  [24 
CFR8.27  (a)(1)  (2)  and  (b)]. 

F.  Offering  of  Designated  Units 

1.  Designated  units  will  be  first  offered  to  applicants  whose  household  charaaeristics  "match" 
those  of  the  vacant  unit  available. 

2.  By  matching  unit  and  family  characteristics,  families  lower  on  the  waiting  list  may  receive  an 
offer  of  housing  ahead  of  families  higher  on  the  list  with  an  earlier  application  date. 
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3.  If  there  are  no  "matching"  families  on  the  waiting  list,  the  unit  will  be  offered  to  the  family 

at  the  top  of  the  waiting  list  for  the  appropriate  bedroom  size,  according  to  the  following 
rule:  applicants  that  are  elderly,  have  a  disability,  are  displaced,  or  near-elderly  family  will  be 
given  occupancy  preference  over  a  single  person  applicant  who  is  not  an  elderly,  have  a 
disability,  displaced,  or  near-elderly  person.  This  preference  exists  y'rdless  of  the  single 
person  applicant's  date  of  application  [24  CFR  5.405(b)]. 

VII.   Leasing  and  Occupancy  of  Dwelling  Units 

A.  Showing  Units  Prior  to  Leasing 

1.  When  offering  placement  in  a  development,  SFHA  will  provide  the  applicant  with 
information  describing  the  property  and  neighborhood.  Eligibility  staff  will  be  familiar  with 
SFHA's  housing  sites.  If  the  offer  of  housing  is  accepted  by  the  applicant,  the  development's 
property  manager  will  be  advised  of  the  offer  by  Eligibility  staff,  and  the  date  and  time  when 
the  applicant  will  view  the  unit  to  be  leased  or  a  comparable  unit. 

2.  Managers  will  only  show  and  lease  imits  of  the  appropriate  size  and  type.  If  the  applicant 
accepts  the  unit,  the  manager  will  verify  when  the  unit  wiU  be  ready  for  occupancy  and 
execute  a  lease.  If  the  applicant  refuses  the  unit,  a  signed  reason  for  refusal  must  be 
obtained  from  the  applicant.  The  refusal  form  is  then  sent  to  Eligibility  for  a  "good  cause" 
determination  (see  Paragraph  C  of  this  section  for  definition  of  good  cause).  No  lease  wiU 
have  an  effective  date  before  the  unit  is  ready  for  occupancy  [24  CFR  966,4  (i)]. 

B.  Unit  Inspection 

Before  a  family  is  admitted  into  a  unit,  the  Property  Manager  and  the  family  shall  physically 
inspect  the  unit.  This  is  to  assure  that  the  unit  meets  minimum  habitability  requirements, 
pursuant  to  state  law,  and  to  jointly  establish  the  initial  physical  condition  of  the  unit.  The 
Property  Manager  will  flimish  the  family  with  a  written  statement  of  the  condition  of  the  unit  and 
the  equipment  provided  with  the  imit.  The  statement  shall  be  signed  by  the  Property  Manager 
and  the  family  and  a  copy  of  the  statement  will  be  kept  in  the  client  file.  Subsequent  damages, 
except  for  normal  wear  and  tear  or  a  verifiable  act  of  God,  will  be  deemed  as  tenant  damage  by 
either  the  family  or  its  guest(s). 

C.  General  Leasing  Policy 

1.  Units  will  be  leased  without  regard  to  the  race,  religion,  sex,  age,  national  origin,  disability  or 
familial  status  of  applicants,  except  as  specifically  provided  herein. 

2.  All  SFHA  units  will  be  occupied  pursuant  to  a  signed  SFHA  Residendd  Lease  Agreement  and 
ConCraa  that  complies  with  FIUD's  regulations.  [24  CFR  Part  966] 

3.  The  lease  shall  be  signed  by  the  head,  co-head,  and  all  other  adult  members  of  the  household 
and  by  the  Executive  Director  or  other  authorized  SFHA  representative,  prior  to  actual 
admission.  [24  CFR  966.4  (p)] 
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4.  Changes  in  family  composition,  income,  or  status  or  if  a  disability  occurs  between  the  time 
of  the  ehgibility  interview  and  the  leasing  of  the  unit  will  be  processed  at  the  Eligibility 
Department.  Changes  occurring  between  annual  re-examinations  will  be  processed  at  the 
developments. 

5.  ii  a  resident  transfers  from  one  SFHA  umt  to  another,  a  new  lease  will  be  executed  for  the 
dwelling  into  which  the  family  moves.  [24  CFR  966.4  (c)(3)] 

6.  If  at  any  time  during  the  life  of  the  lease  agreement  and  contraa,  a  change  in  the  resident's 
status  results  in  the  need  for  changing  or  amending  any  provision  of  the  lease,  either: 

a)  A  new  lease  contract  will  be  executed; 

b)  A  Notice  of  Rent  Adjustment  will  be  executed;  or 

c)  An  appropriate  rider  will  be  prepared  and  made  a  part  of  the  existing  lease,  or 
appropriate  insertions  will  be  made  within  the  lease.  AH  copies  of  such  riders  or 
insertions  are  to  be  dated  and  signed  by  the  resident  and  by  the  Executive  Direaor 
or  other  authorized  SFHA  representative.  [24  CFR  966.4] 

7.  Housing  Management  will  provide  Eligibility  with  appropriate  notice  as  to  the  date  units  will 
be  vacant  and  ready  by  using  the  designated  computer  system  and  coding.  Modernization 
and  Redevelopment  will  also  advise  Eligibility  in  writing  on  available  vacant  and  ready  units. 

D.        Security  Deposit  Policy 

1.  It  is  the  desire  of  the  authority  to  establish  a  security  deposit  policy  which  encourages  the 
families  to  take  better  care  of  their  units,  to  reduce  authority  expenditures  for  renovation  of 
units,  to  reduces  the  number  of  residents  vacating  without  nouce,  to  reduce  accounts 
receivable  for  residents  who  leave  owing  unpaid  balances,  and  to  reduce  the  collection  and 
collection  agency  fees  for  vacated  residents. 

2.  For  this  reason,  the  amount  of  the  Security  deposit  owed  by  the  family  shall  be  the  greater  of 
one  (1)  month's  gross  rent,  or  $100.00.  The  full  amount  of  the  security  deposit  shall  be  due 
and  payable  at  admission.  In  situations  of  financial  hardship,  the  resident  and  the  authority 
may  enter  into  an  agreement  to  pay  the  security  deposit  in  installment  payments  until  the 
deposit  is  paid  in  fuU. 

3.  The  authority  shall  be  under  no  obligation  to  maintain  any  security  deposit  in  segregated 
accounts  apart  from  its  general  rent  collection  account,  and  is  not  obligated  to  pay  interest 
on  such  deposits.  ' 

4.  The  security  deposit  shall  not  be  used  for  rent  or  any  other  fee  or  monies  owed  by  the 
resident  to  authority  while  the  resident  remains  in  public  housing. 

5.  The  security  deposit  shall  be  returned  to  the  resident  within  3  weeks  after  all  occupants  of 
the  resident's  unit  have  vacated,  less  legitimate  charges  or  deductions.  A  statement  of 
charges  or  deductions  will  be  provided  to  the  resident  along  with  the  remainder  of  the 
security  deposit. 
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6.  No  waiver  of  this  policy  is  permitted  -without  the  review  and  written  approval  of  the 

Executive  Direaor,  or  his/her  appointed  designee. 

E.  Resident  Charges 

1.  Along  with  resident  rent,  tne  authority  may  also  impose  other  charges  as  permitted  by  law. 
Common  among  them  are  maintenance  charges  for  damages  caused  by  the  family  of  its 
guest,  late  payment  charges,  excess  utility  usage  charges,  legal  charges  and  other  as  may  be 
deemed  necessary. 

2.  Failure  of  the  family  to  pay  any  of  the  charges,  when  due  and  payable,  shall  be  a  basis  for 
eviction  under  the  dwelling  lease  consistent  with  the  termination  provisions  of  24  CFR,  Parts 
966.4  and  942.27 

3.  Prior  to  implementing  any  new  charges,  the  authority  shall  give  adequate  administrative  and 
legal  notice  as  maybe  required  by  law. 

F.  Additions  to  the  Household  and  Visitors 

1.  Only  those  persons  Ksted  on  the  most  recent  lease  or  certification  form  shall  be  permitted  to 
occupy  a  dwelling  unit.  [24  CFR  960.209  (b)  and  966.4  9  (a)  (2)]  Except  for  births  to  or 
adoptions  by  family  members,  any  family  seeking  to  add  a  new  member  must  request 
approval  in  writing  prior  to  the  new  member  occupying  the  unit.  [24  CFR  966.4  (0(3)  &  (c)(2)] 
SFHA  utU  not  unreasonably  withhold  such  approval. 

2.  Following  the  receipt  of  a  family's  request  for  approval  to  add  a  new  person  to  the  lease, 
SFHA  will  conduCT  a  pre-admission  screening  of  the  proposed  new  member.  The  results  of 
screening  shall  be  used  to  determine  whether  the  SFHA  will  approve  the  admission  of  the 
new  member 

3.  In  accordance  ■with  state  law,  certain  criminal  or  arrest  information  for  household  members 
under  the  age  of  18  years  is  not  available  (exception:  emancipated  minor).  This  does  not 
preclude  SFHA  from  using  such  information  when  a  household  member  under  the  age  of  18 
years  is  being  prosecuted  as  an  adult  under  the  law.  This  provision  is  subject  to  change, 
should  the  State  or  City  modify  its  laws  concerning  the  availability  of  police  or  court  records 
for  juvenile  offenders. 

4.  Examples  of  situations  when  an  additional  family  member  is  added  to  the  household: 

a)  Resident  requests  to  add  a  new  spouse  to  the  lease; 

b)  Resident  requests  to  take  in  a  foster  child(ren),  however,  a  transfer  to  a  larger 
bedroom  size  wiU  not  be  granted  in  this  case. 

c)  Resident  requests  to  employ  a  live-in  aide.  Definition  of  a  live-in  aide:  Someone  who 
lives  with  an  elderly,  near-elderly,  or  disabled  person  who: 

(1)  Is  determined  by  the  PHA  to  be  essential  to  the  care  and  well-being  of  the 
person  (s), 

(2)  Is  not  obligated  for  support  of  the  person(s),  and 
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(3)         Would  not  otherwise  be  li\Tng  in  the  unit.  Live-in  aide  must  be  certified  by  a 
knowledgeable,  licensed  professional 

d)  Resident  requests  to  add  an  adult  family  member  (over  18)  when  the  adult  family 
member  meets  the  HUD  definition  of  disability  and  is  medically  dependent  on  the 
head  of  household  or  spouse;  however,  a  tr  "fer  to  a  larger  bedroom  size  will  not 
be  granted  in  this  case. 

e)  Except  for  paragraphs  c)  or  d)  above,  an  adult  family  member  who  was  previously 
on  the  family's  lease  will  not  be  re-added  to  the  lease. 

f)  An  adult  assumes  responsibility  as  the  head  of  house  for  a  family,  whose  remaining 
family  member(s)  is  under  18  (and  is  not  an  emancipated  minor(s). 

5.  Residents  who  fail  to  notify  SFHA  of  additions  to  the  household  or  who  permit  persons  to 
join  the  household  without  undergoing  screening  are  in  violation  of  the  lease.  Such  persons 
will  be  considered  unauthorized  occupants  by  SFHA  and  the  entire  household  will  be 
subject  to  retroactive  rent  charges  or  eviction.  [24  CFR  966.4  (0(3)] 

6.  If  a  guest  or  family  member  stays  with  a  resident  household  longer  than  14  consecutive  days, 
management  must  be  notified.  .  Violation  of  this  provision  is  grounds  for  termination  of  the 
lease. 

7.  Residents  are  not  permitted  to  allow  roomers  and  lodgers  to  occupy  a  dweUing  unit. 
Violation  of  this  provision  is  grounds  for  termination  of  the  lease.  [24  CFR  966.4  (f)  (2)] 

8.  Residents  shall  not  allow  a  former  resident  of  SFHA  who  has  been  eviaed  for  serious 
violation  of  a  material  term  of  the  lease  to  occupy  the  unit  for  any  period  of  time.  Violation 
of  this  requirement  is  grounds  for  termination  of  the  lease. 

9.  Family  members  who  move  from  the  dwelling  unit  shall  be  removed  from  the  lease.  [24  CFR 
966.4  (f)(3)]  The  resident  has  the  responsibility  to  report  the  move-out  within  10  calendar 
days  of  its  occurrence. 

10.  Any  additions  to  the  unit  shall  not  cause  overcrowding.  Medical  hardship,  or  other 
extenuating  circumstances  shall  be  considered  by  SFFIA  in  making  determinations  under  this 
paragraph. 

11.  Trespassing  policy  -  Pursuant  to  San  Francisco  Police  Code,  Article  1  Public  Nuisances 
Sec.  25.  Remaining  Upon  Private  Or  Business  Property  After  Being  Requested  To  Leave: 

a)  No  person  shall  -willfully  remain  upon  any  private  property  or  business  premises  after 
being  notified  by  the  owner,  lessee,  or  other  person  in  charge  thereof  to  leave. 

b)  No  person,  without  permission,  expressed  or  implied,  of  the  o'wner,  lessee,  or  other 
person  in  charge  of  private  property  or  busmess  premises  shall  enter  upon  such 
private  property  or  business  premises  after  having  been  notified  by  the  ovvner,  lessee, 
or  other  person  in  charge  thereof  to  keep  off  or  to  keep  away  therefrom. 

c)  Notice.  Such  notificauon  referred  to  in  subparagraphs  (a)  and  (b)  above  may  be  oral 
or  in  the  form  of  a  written  notice,  posted  in  a  conspicuous  place,  describing  the 
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speciGc  area  and  hours  in  which  persons  are  to  keep  off  or  to  keep  away. 

VIII.  Transfer  Policy 

The  San  Francisco  Housing  Authority  will  implement  this  policy  to  transfer  a  SP^\  household 
from  the . household's  current  unit  to  another  unit  of  suitable  size  and  type.  ShrlA  does  not 
guarantee  that  an  approved  transfer  will  occur  within  a  resident's  original  development. 

Transfers  will  be  granted  without  regard  to  the  race,  religion,  sex,  age,  national  origin,  disability  or 
familial  status  of  residents.  Families  approved  for  a  transfer  will  receive  one  offer  of  housing'"*; 
failure  to  accept  the  initial  offer  will  result  in  withdrawal  from  the  transfer  waiting  list  and  possible 
lease  termination. 

A.         Types  of  Transfers 

SFHA  has  three  types  of  transfers,  as  described  below: 

1 .  Priority  Transfers  -  A  priority  transfer  will  be  implemented  when  unit  or  building  conditions 

pose  an  immediate  threat  to  resident  life,  health,  or  safety.  A  priority  transfer  can  be 
initiated  by  either  the  Authority  or  the  resident,  and  must  be  documented  and  confirmed  by 
the  Authority  or  in  a  legal  proceeding. 

a)  SFHA-Initiated Priority  Transfers  -  Transfers  that  occur  when  a  dwelling  unit  has  been 
damaged  by  a  fire,  flood,  or  other  cause  (s)  to  such  a  degree  that  the  unit  is  not 
habitable  and  has  such  extensive  damage  that  temporary  relocation  is  not  cost 
effective  for  SFHA.  The  Authority  is  not  required  to  give  prior  nodce  in  the  event 
that  a  priority  transfer  must  occur,  and  a  tenant's  refusal  to  comply  with  a  SFHA- 
iniriated  priority  transfer  can  be  grounds  for  lease  termination. 

b)  Resident-Initiated  Priority  Transfers  -  Upon  request  by  the  resident,  priority  transfers 
may  be  used  to  alleAAate  verified  medical  problems  of  a  l^-threateniTg  nature,  such  as 
emergency  medical  and/or  disability  needs  (including  accessibility)  that  cannot  be 
accommodated  in  the  current  dwelling  unit,  or  to  protect  household  members  from 
an  mimediate  threat  to  the  life  of  a  family  member  from  one  of  the  following  set  of 
circumstances: 

(1)  A  member  of  the  family  is  a  victim  of  domestic  violence  and  the  perpetrator 
is  legally  on  the  lease. 

(2)  A  family  member  is  a  witness  to  a  crime  as  a  result  of  which  their  relocation 
has  been  deemed  necessary  for  their  protection  by  either  the  Distria 
Attorney's  office  or  the  San  Francisco  Police  Department. 

(3)  A  family  member  is  the  victim  of  a  hate  crime. 

(a)         A  hate  crime  is  defined  as  a  criminal  act  in  which  hostility  or  negative 


Except  for  families  who  must  relocate  due  to  revitalization  and  development  efforts,  such  as  HOPE  VI 
development.  These  families  are  offered  up  to  three  units.  Please  refer  to  SFHA's  HOPE  VI  policies  for  more 
specific  detail. 
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attitude  toward,  or  prejudice  against,  any  group  or  individual  due  to 
race,  color,  ethnicity/national  origin,  religion,  gender,  sexual 
orientation,  or  handicap  is  the  motivating  factor. 

(b)         Indicators   for  hate   crimes   include,   but   are  not  limited  to,  the 
following: 

The  offender  and  the  victim  were  of  different  racial, 
ethnic/national  origin,  gender,  sexual  orientation,  or  handicap 
groups. 

Oral  comments,  written  statements,  or  gestures  were  made  by  the 
offender,  which  indicate  his/her  bias. 

Drawings,  markings,  symbols,  or  graffiti  were  left  at  the  scene  of 
an  incident  or  anywhere  on  or  about  SFHA  property. 

Certain  objects,  items,  or  things,  which  indicate  bias,  were  used  or 
left  behind  by  the  offender(s). 

The  victim  is  a  member  of  a  racial,  ethnic/national  origin,  gender, 
sexual  orientarion,  or  handicap  group  that  is  oumumbered  by 
members  of  another  group  in  that  area  where  the  victim  lives 
and/ or  the  incident  occurs. 

The  victim  was  visiting  a  location  where  previous  civil  rights 
violauons  had  been  committed  against  other  members  of  his/her 
racial,  ethnic/national  origin,  gender,  sexual  orientation,  or 
handicap  group. 

Victims  or  wimesses  perceive  that  the  incident  was  motivated  by 
bias. 

The  victim  was  engaged  in  activities  promoting  a  racial, 
ethnic/narional  origin,  gender,  sexual  orientation,  or  handicap 
group. 

The  incident  coincided  with  a  holiday  relating  to,  or  a  date  of 
particular  importance  to,  a  racial,  ethnic/national  origin,  gender, 
sexual  orientation,  or  handicap  group. 

The  offender  was  previously  involved  in  a  similar  incident  uith, 
or  is  a  member  of  or  associated  with,  a  hate  group. 

A  historically  established  animosity  exists  between  the  victim's 
group  and  the  offender's  group. 

The  victim  was  in  the  company  of,  married  to,  or  dating,  a 
member  of  a  targeted  group. 

The  victim  has  received  harassing  mail  or  phone  calls  or  has  been 
the  victim  of  verbal  abuse  based  on  his/her  affiliation  with  a 
targeted  group. 

(4)         A  family  member  is  a  victim  of  a  violent  crime  other  than  a  hate  crime  or 
domestic  violence. 
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SFHA  v.-ill  not  approve  a  priority  transfer  if  the  transfer  will  not  resolve  the  emergency 
situation.  Placement  on  the  pnonty  transfer  list  requires  third-party  corroboration  of  all 
material  facts  supporting  the  application.  Third-party  corroboration  includes,  but  is  not 
limited  to,  the  following: 

a)  Police  reports  and  investigations  by  SFHA  staff,  which  includes  discussion  with 
attending  police  officers.  The  evidence  must  substantially  show  that  the  family  is  in 
an  immediate,  life-threatening  situation  and  that  a  priority  transfer  would 
substantially  abate  the  problem. 

b)  If  the  priority  is  medical,  it  must  be  verified  that  the  family's  continued  residency  in 
their  current  dwelling  will  be  exacerbated  a  preexisting  physical  or  mental  condition 
into  a  life-threatening  condition. 

c)  A  temporary  restraining  order  against  the  perpetrator 

d)  Transitional  residency  at  a  shelter  due  to  victimization  caused  by  domestic  violence 

In  the  event  that  a  priority  transfer  must  occur  and  no  units  are  available  within  30  days,  a 
Section  8  voucher  may  be  issued  (if  available)  or  residents  may  be  directed  to  contact  their 
local  Red  Cross  for  temporary  housing.  Under  certain  circumstances,  SFHA  may  elect  to 
put  a  family  in  a  unit  specially  reserved  for  emergency  relocations,  or  the  Authority  may 
finance  a  hotel  room  for  the  family  to  reside  until  a  unit  can  be  made  available. 

2.  Administrative  Transfers  -  An  administrative  transfer  will  be  implemented  for  the  purposes 
of  building  revitahzation,  such  as  HOPE  VI  redevelopment  and  other  modernization 
activities,  or  adjustments  made  for  overcrowded  or  over-housed  living  conditions.  All 
administrative  transfers  are  mandatory;  a  tenant's  failure  to  comply  with  an  administrative 
transfer  will  initiate  the  lease  termination  process. 

3.  Resident-Initiated  Non-Priority  Transfers  -  Resident-initiated  non-priority  transfers  are 
available  to  residents  in  good  standing  and  who  have  resided  in  a  development  for  at  least  12 
months.  Outstandir^  lease  violations  and  delinquent  rent  may  disqualify  a  resident's  application  for 
transfer.  Resident-initiated  non-priority  transfers  may  occur  when  either  one  or  more  of  the 
following  criteria  is  sufficiently  documented: 

a)  The  dwelling  unit  is  unsuitable  because  of  an  undue  medical  hardship  (other  than 
which  would  qualify  under  a  Priority  request)  that  is  expected  to  be  long  standing 
(more  than  one  year)  and  which  cannot  be  accommodated  in  the  unit. 

b)  A  compassionate  transfer  would  accommodate  a  family's  need  to  be  close  to  another 
family  member  with  a  serious  medical  condition. 

c)  The  location  of  an  employer,  childcare,  or  medical  treatment  creates  an  undue 
hardship  on  the  family  as  determined  by  SFHA. 

d)  The  unit  is  not  an  appropriate  size  (for  under-housed  residents  only). 

Documentation  to  verify  these  situations  varies  and  is  left  to  the  discretion  of  SFHA, 
depending  on  the  situation. 


Page  57  11/1/01 


SAN  FRANCISCO  HOUSING  AUTHORITY 
ADMISSIONS  AND  CONTINUED  OCCUPANCY  POLICY 

Transfer  Process 

SFHA  Initiation  -  Transfers  may  be  SFHA-initiated  or  resident-requested  as  explained  in 
Seaion  A  above.  In  the  event  that  SFHA  identifies  the  need  to  transfer  a  tenant  due  to  an 
emergency  or  administrative  need,  the  Eligibility  Department'  •"'■  notify  the  tenant  in  writing 
to  facilitate  the  transfer  process.  Agency  staff  will  perform  the  required  collaboration  to 
facilitate  and  document  the  process,  in  accordance  with  all  HUD,  State  and  local  guidelines. 

Tenant  Initiated  -  If  a  tenant  identifies  a  need  to  transfer,  the  tenant  may  initiate  the  transfer 
by  filling  out  a  Transfer  Request  Form  and  submitting  the  form  to  their  property  manager. 
Upon  receipt  of  the  transfer  request,  the  property  manager  will  time  and  date  stamp  the 
request,  and  enter  the  request  into  a  tracking  log. 

Processing  a  Transfer  Request  -  The  property  manager  shall  review  all  requests  for  transfer 
within  two  business  days  of  receipt  to  determine  what,  if  any,  additional  documentation  may 
be  supplied  by  the  family.  To  assist  with  the  request  process,  the  property  manager  will 
discuss  with  the  resident  what  documentation  is  still  needed,  and  refer  the  resident  to  the 
information  on  the  back  of  the  application  form'\ 

The  property  manager  will  then  forward  the  request  to  the  District  Office  within  two 
business  days.  The  District  Director  will  verify  that  the  transfer  request  is  complete,  and  will 
record  the  request  in  a  tracking  log  and  forward  the  request  to  the  Eligibility  Department 
within  two  business  days. 

The  EHgibility  Department  will  review  the  transfer  request  and  render  a  decision  within  ten 
(10)  business  days.  During  this  time,  the  Eligibility  Department  may  or  may  not  be  required 
to  make  further  inquiry  to  verify  supporting  documentation.  Eligibility  for  all  transfers  wOl 
be  determined  using  the  same  criteria  that  is  used  to  screen  new  applicants. 

Once  a  resident -requested  transfer  request  has  been  approved,  the  Eligibility  Department 
will  determine  whether  the  transfer  shall  be  a  priority  resident-requested  or  non-priority 
resident-requested  transfer.  At  this  time,  the  family  will  be  notified  in  writing  by  the 
Eligibility  Department  and  placed  on  the  appropriate  transfer  list.  A  copy  of  the  written 
notification  shall  be  forwarded  to  the  property  manager  and  kept  in  the  tenant's  files. 

If  the  Eligibility  Department  does  not  approve  the  transfer  request,  the  family  will  be 
informed  in  writing  of  the  specific  reason(s)  and  provided  the  opportunity  to  appeal  the 
decision.  Appeals  must  be  initiated  within  15  business  days  from  receipt  of  notice.  If  an 
appeal  is  requested,  the  Eligibility  Department  will  review  all  information  and  inform  the 
resident  of  its  decision  within  15  days  of  receipt  of  the  request  for  appeal.  If  SFHA  upholds 
its  decision  to  deny  the  transfer  request,  the  resident  has  the  right  to  request  a  Fair  Hearing 
as  outlined  in  the  Grieiance  Policy. 


Neither  the  Property  Manager  nor  the  Area  Manager  is  responsible  for  approving  the  transfer  request.  This  is 
the  responsibihty  of  the  EHgibility  Department.  All  requests  for  transfer,  regardless  of  the  nature  of  the  request 
or  the  extent  to  which  the  request  is  supported,  are  to-be  referred  to  the  Eligibility  Department  for  approval. 
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C.  Transfer  Waiting  Lists 

SFHA's  Eligibility  Department  shall  maintain  separate  transfer  lists  of  families  determined  to  be 
eligible  for  a  transfer  under  the  criteria  outlined  above.  Families  on  each  transfer  list  will  be  ranked 
by  the  date  and  time  their  transfer  request  was  received  by  the  property  office.  Transfer  lists 
liiaude: 

Priority  Public  Housing  (SFHA-initiated  and  resident-requested) 

Priority  Section  8  (SFHA-initiated  and  resident-requested) 

Administrative  Relocations  for  Revitalization  and  Modernization'^ 

Administrative  Overhoused  and  Administrative  Underhoused 

Resident-Requested  Non-priority  Transfers 

All  vacancy  turnover  units  and  new  units  on  line  shall  be  offered  first  to  families  approved  for  a 
priority  transfer.  If  no  family  is  identified  on  the  priority  list,  the  vacant  unit  will  be  offered  to  the 
first  family  on  the  subsequent  transfer  list,  in  the  following  order:  Administrative  Relocations, 
Administrative  Overhoused,  and  Resident-Requested  Non-priorities. 

When  necessary  and  without  notice,  SFHA  reserves  the  right  to  offer  units  to  Administrative 
transfers  before  offering  units  to  families  on  the  priority  transfer  lists. 

All  transfer  lists  shall  be  maintained  on  the  basis  for  each  bedroom  size,  as  stated  in  Section  IV 
above. 

D .  Refu  s  al  of  Transfer  Offer 

All  families  will  be  offered  the  first  available  and  suitable  dwelling  for  transfer,  except  in  the  case  of 
a  HOPE  VI  relocation.  Families  will  not  be  offered  a  transfer  close  to  or  within  their  development 
in  cases  where  the  transfer  is  in  response  to  a  life-threatening  situation  such  as  domestic  violence, 
wimess  protection,  or  where  other  similar  threats  exist. 

Families  have  the  right  to  refuse  an  offer  if  they  are  able  to  document  gcod  cause  for  refusal  of  the 
unit.  Examples  of  good  cause  include,  but  are  not  limited  to: 

1.  The  unit  is  not  of  appropriate  size  or  type. 

2.  Inaccessibility  to  the  source  of  employment,  education,  or  job  training  that  would  require  an 
adult  household  member  to  quit  a  job,  drop  out  of  an  educational  institution,  or  a  job 
training  program.  The  tenant  must  document  this  refusal  with  a  letter  from  the  employer, 
school,  or  job  training  center  stating  that  the  new  unit  would  prohibit  access  to  the  services 
Oi  tiiat  agency. 

3.  Inaccessibility  to  a  child's  day  care  or  educational  program  that  would  take  the  child  out  of 
the  day  care  or  educational  program.    The  tenant  must  document  this  refusal  with  a  letter 


'*  HOPE  VI  includes  separate  lists  for  relocation  and  re-occupancy  for  each  revitalization  project 
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from  the  day  care  center  or  educational  center  stating  that  the  new  unit  would  prohibit 
access  to  the  services  of  that  agency. 

4.  Presence  of  lead  paint  in  the  unit  offered  when  the  applicant  has  children  under  the  age 
specified  by  current;  jaw. 

5.  The  family  demonstrates  to  the  Authority's  satisfaction  that  accepting  the  offer  will  place  a 
family  member's  life,  health,  or  safety  in  jeopardy.  The  family  must  offer  specific  and 
compelling  documentation  such  as  restraining  orders,  other  court  orders,  risk  assessments 
related  to  witness  protection  from  a  law  enforcement  agency,  or  a  threat  assessment  that 
verifies  danger  from  a  criminal  activity. 

6.  The  unit  is  inappropriate  for  the  applicant's  disabilities  (documented  by  a  certified  health 
professional),  or  the  family  does  not  need  the  accessible  features  in  the  imit  offered  and  does 
not  want  to  be  subject  to  a  30-day  notice  to  move. 

Gocd  cause  must  be  si^Jidendy  dcaimented.  All  docimientation  of  a  good  cause  for  refusal  of  an  offer 
must  be  provided  to  the  Eligibility  Department.  Failure  to  provide  good  cause  -will  be  handled  as 
follows: 

•  For  priority  transfers,  any  resident  who  refuses  an  offer  of  transfer  housing  without 
good  cause  (as  defined  above)  will  be  removed  from  the  transfer  waiting  list  and  may  not 
apply  for  another  transfer  for  at  least  twelve  (12)  months  from  the  date  of  the  transfer 
offer. 

•  For  administrative  transfers,  any  resident  who  refuses  an  offer  of  transfer  housing  and 
the  refusal  does  not  meet  the  definition  of  good  cause,  SFHA  will  issue  a  30-day  notice 
of  lease  termination. 

•  For  resident-requested  non-priority  transfers,  any  resident  who  refuses  an  offer  of 
transfer  housing  without  good  cause  will  be  removed  from  the  transfer  waiting  list  and 
may  not  apply  for  another  transfer  for  at  least  twelve  (12)  months  from  the  date  of  the 
transfer  offer. 

E.         Processing  Transfers 

Transfers  will  be  process  as  follows: 

1.  Transfers  will  not  affect  the  effective  date  of  an  annual  recertification. 

2.  There  will  be  no  lapsed  time  between  move-out  and  move-in.  Effective  dates  must  not 
overlap  nor  will  both  projects  carry  the  resident  on  their  books  at  the  same  time. 

a)  The  losing  property  manager  shall  check  the  old  unit  after  48  hours.  If  the  unit 
appears  to  be  abandoned,  SFHA  will  follow  State  or  local  laws  regarding  posting 
notice  and  storage. 

b)  If  the  keys  to  the  old  unit  are  not  received  within  two  days,  the  resident  will  be 
contracted  for  additional  charges. 
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c)  The  gaining  property  manager  shall  fax  a  copy  of  the  executed  lease  to  the  losing 
property  manager  on  the  date  the  lease  is  executed. 

d)  The  losing  property  manager  will  accumulate  rental  charges  beginning  two  days  from 
the  date  of  the  move  from  the  losing  development. 

3.  SFHA  will  not  require  a  new  security  deposit  for  families  transferring  within  SFHA  public 
housing.  Security  deposits  wiU  always  be  transferred  from  the  losing  development  to  the 
gaining  development. 

4.  The  resident  will  be  billed  for  any  charges  that  occur  as  a  result  of  the  resident  moving  out 
of  the  unit.  The  resident  is  also  responsible  for  paying  any  maintenance  charges  due  to 
SFHA. 

F.  Security  Deposits 

1 .  The  SFHA  will  not  require  a  new  security  deposit  for  families  transferring  within  SFHA 
public  housing. 

2.  Security  deposits  will  always  be  transferred  from  the  losing  development  to  the  gaining 
development. 

3.  The  resident  will  be  billed  for  any  charges  that  occur  as  a  result  of  the  resident  moving 
out  of  the  unit.  The  tenant  is  responsible  for  paying  any  maintenance  charges  due  the 
SFHA. 

G.  Witness  Protection  Program 

1 .  Purpose  of  the  program 

a)  The  purpose  of  this  program  is  to  assist  law  enforcement  agencies  in  providing  for 
the  safety  and  security  of  pubHc  housing  residents  who  are  formally  cooperating 
with  such  agencies  on  criminal  investigations  or  prosecutions.  Through  this 
program,  the  San  Francisco  Housing  Authority  will  use  whatever  housing 
resources  are  available  to  relocate  cooperating  residents  to  safe  housing  as  quickly 
as  possible. 

b)  Nothing  in  this  program  shall  require  the  San  Francisco  Housing  Authority  to 
transfer  or  assign  a  resident  in  violation  of  any  federal,  state,  or  local  law,  or  in 
contravention  of  any  policy  or  regulation  of  HUD. 

2.  Definitions 

a)  Resident:  Any  person  identified  as  a  resident  or  co-resident  on  a  dwelling  lease 
with  the  San  Francisco  Housing  Authority,  or  with  any  landlord  operating  within 
any  Section  8  program  sponsored  by  the  San  Francisco  Housing  Authority,  or  any 
family  member  or  member  of  the  household  of  such  a  person,  provided  that  their 
name  also  appears  on  the  dwelling  lease. 
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b)  Participating  law  enforcement  agency:  Any  law  enforcement  agency  with  which 
the  San  Francisco  Housing  Authority  has  entered  into  a  Memorandum  of 
Understanding  regarding  witness  protection  and  relocation.  Such  agencies  may 
include,  but  are  not  limited  to,  the  San  Francisco  Police  Department,  the  San 
Francisco  District  Attorney's  office.  The  Federal  .bureau  of  Investigation,  the  U.S. 
Attorney,  the  U.S.  Department  of  Justice,  or  the  California  State  Department  of 
Justice. 

c)  Witness  protection  program:  Any  formal  program  maintained  by  a  participating 
law  enforcement  agency  requiring  application  by  and  acceptance  of  a  person 
assisting,  cooperating  with,  participating  with,  or  testifying  for  said  agency.  If  no 
such  formal  program  currently  exists,  the  participating  agency  may  use  any 
established  set  of  requirements  or  qualifications  agreed  to  by  the  San  Francisco 
Housing  Authority  in  lieu  of  such  a  program,  provided  that  the  requirements  or 
qualifications  are  included  in  the  Memorandum  of  Understanding. 

d)  Agency  liaison:  Officer  or  administrator  designated  by  the  participating  law 
enforcement  agency  in  the  Memorandum  of  Understanding,  or  his  or  her 
designee,  so  long  as  this  subsequent  designation  is  in  writing,  and  subject  to 
verification. 

e)  Authority  liaison:  The  Executive  Director,  Chief  of  Staff  Operations,  or  Director 
of  Conventional  Housing  for  the  San  Francisco  Housing  Authority,  or  his  or  her 
designee,  so  long  as  this  designation  is  in  writing  and  subject  to  verification. 

f)  HUD  liaison:  Official  or  administrator  designated  by  HUD  to  assist  with  this 
program. 

3.  Request  for  transfer  or  assignment 

a)  A  request  for  transfer  or  assignment  may  be  made  by  a  participating  law 
enforcement  agency  to  the  San  Francisco  Housing  Authority  in  writing  on  behalf 
of  any  resident  of  the  San  Francisco  Housing  Authority  accepted  into  a  witness 
protection  program. 

b)  In  cases  of  emergencies,  an  oral  request  for  transfer  or  assignment  may  be  made, 
provided  that  the  request  is  made  directly  by  the  agency  liaison  to  the  authority 
liaison,  and  confirmed  by  written  request  within  48  hours. 

c)  The  San  Francisco  Housing  Authority  may  process  a  request  for  transfer  or 
assignment  for  a  resident  who  has  only  provisionally  been  accepted  into  a  witness 
protection  program,  provided  that  his  or  her  acceptance  is  effective  at  the  time  of 
transfer  or  assignment.  Under  no  circumstances  will  a  transfer  or  assignment 
under  this  program  be  given  to  a  resident  who  has  not  been  accepted  into  a 
witness  protection  program. 

4.  Decision  on  request  for  transfer  or  assignment: 
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a)  The  San  Francisco  Housing  Authority  will  have  two  business  days  from  the  time 
of  the  initial  request  for  transfer  or  assignment  to  verify  the  resident's  status  in 
San  Francisco  Housing  Authority  housing,  and  to  confirm  the  resident's  eligibility 
for  transfer  or  assignment.  If  no  confirmation  is  transmitted  to  the  participating 
law  enforcement  agency  within  two  business  days,  it  will  be  presumec  .at  the 
request  has  been  granted. 

b)  If  the  San  Francisco  Housing  Authority  determines  that  the  requesting  resident  is 
not  eligible  under  the  terms  of  this  program  and  the  Memorandum  of 
Understanding,  this  determination  shall  be  transmitted  to  the  agency  liaison  in 
writing. 

c)  Any  arrears  in  rent  or  damage  to  the  unit  occupied  by  the  resident  shall  be  settled 
or  provided  for  by  agreement  between  the  participating  law  enforcement  agency, 
the  resident,  and  the  San  Francisco  Housing  Authority  prior  to  transfer  or 
assignment. 

d)  Costs  and  expenses  for  moving  and  relocation  shall  be  determined  by  agreement 
between  the  resident,  the  participating  law  enforcement  agency,  and  the  San 
Francisco  Housing  Authority. 

Selection  of  public  housing  alternatives: 

a)  A  transfer  or  assignment  approved  under  this  program  shall  be  given  the  highest 
priority  among  waiting  list  participants. 

b)  The  San  Francisco  Housing  Authority  shall  prepare  a  list  of  available  housing 
alternatives  for  the  resident,  from  available  housing  resources  including,  but  not 
limited  to: 

(1)  Transfer  or  assignment  to  conventional  housing  within  San  Francisco 
housing  Authority  property. 

(2)  Transfer  or  assignment  to  conventional  housing  under  the  jurisdiction  of 
any  other  Housing  Authority. 

(3)  Section  8  certificates  made  available  for  this  specific  program 

(4)  Any  certificates  or  vouchers  specifically  provided  by  HUD   for  this 
particular  program. 

(5)  Other  housing  alternatives  as  may  be  available  to  the  San  Francisco 
Housing  Authority. 

c)  The  resident  shall  have  a  choice  of  any  housing  alternative  from  the  list,  provided 
it  is  immediately  available.  If  this  altemative  is  not  immediately  available,  the 
resident  shall  have  the  option  of  selecting  another  altemative,  or  waiting  for  the 
one  he  or  she  has  selected. 
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d)  The  San  Francisco  Housing  Authority  will  rely  upon  the  assistance  of  HUD, 
through  the  HUD  liaison,  to  secure  the  cooperation  of  other  housing  authorities 
and  the  federal  government  in  providing  as  full  a  range  of  housing  alternatives  as 
possible.  This  shall  include,  when  possible,  additional  certificates  and  vouchers 
from  K'  1?  for  specific  use  in  this  program. 

e)  The  San  Francisco  Housing  Authority  shall  also  have  a  special  Hsting  of  housing 
alternatives,  which  can  be  made  available  on  a  short-term  basis,  including  motels 
or  hotels,  or  other  housing  arranged  for  on  an  emergency  basis.  Expenses  and 
costs  for  such  short-term  housing  shall  be  determined  by  agreement  between  the 
resident,  the  participating  law  enforcement  agency,  and  the  San  Francisco 
Housing  Authority. 

H.         Confidentiality,  Administration  and  Record  keeping 

1.  All  information  regarding  transfers  or  assignments  under  this  program  shall  be  kept 
strictly  confidential  by  the  San  Francisco  Housing  Authority.  Records  under  this  program 
will  be  kept  separate  from  the  general  records  of  the  San  Francisco  Housing  Authority  to 
the  maximum  extent  possible. 

2.  Any  disputes  or  conflicts  under  this  program  shall  be  considered  and  resolved  by  the 
agency  liaison,  the  Authority  liaison,  and  the  HUD  liaison. 

3.  To  the  extent  possible  and  subject  to  any  rights  of  return,  SFHA  will  allow  residents  in 
good  standing  to  choose  the  development  to  which  to  transfer  when  implementing 
Administrative  Transfers  for  redevelopment  or  rehabilitation  units.  The  conditions  for 
good  standing  are:  no  repayment  agreement  or  impaid  balance  at  any  time  in  the  past 
year;  good  credit  history  with  utility  companies  (when  applicable);  no  criminal 
activity  or  history  of  disturbances  that  resulted  in  lease  violations  or  violations  as 
defined  in  SFHA's  One  Strike  Policy  (Appendix  B)  as  indicated  by  notices  of  lease 
violation  in  the  resident's  file;  and  a  good  housekeeping  record,  as  indicated  by 
housekeeping  inspection  reports  in  the  notice  30  calendar  days  in  advance  of  the 
transfer  date. 

IX.     Annual     Recertification,     Interim     Recertificatlon,     and     Continued 
Occupancy 

A.         Recertification  Purpose 

1.  All  households  will  be  recertiSed  every  year  upon  the  anniversary  of  their  original  move-in 

date.  The  first  aimual  recertification  will  be  conduaed  within  twelve  (12)  months  of  the 
original  move-in  date.  For  example,  if  a  family  moves  in  to  the  unit  on  July  7,  the  annual 
recertification  effective  date  is  July  1  of  the  following  year. 
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The  purpose  of  this  annual  recertification  is  to  update  family  income  information  and  family 
composition,  to  make  any  necessary  changes  to  the  rent,  to  verify  eligibility  for  continued 
occupancy,  and  to  renew  the  SFHA  Residential  Lease  Agreement  and  Contract.  [24  CFR  960.209 
(a)]  Residents  will  be  notified  in  advance  regarding  the  date  of  the  recertification.  At  that 
time,  SFHA  will  advise  households  of  a^:  documents  needed  for  the  recertification. 

2.  The  annual  recertification  process  will  begin  ninety  (90)  days  prior  to  the  recertification 

effective  date. 

B.  Recertification  Procedures 

1.  At  the  time  of  re-examination,  the  head  and  any  co-head  of  the  household  are  required  to 
complete  the  recertification  process  as  required  by  HUD. 

2.  Everyone  in  the  household,  aged  18  and  older  is  required  to  sign  the  lease  and  all  other 
required  forms. 

3.  Employment,  income,  allowances.  Social  Security  numbers,  and  such  other  data  as  Is  deemed 
necessary  (including  Income  that  has  been  disregarded  according  to  SFHA  policy)  will  be 
verified  and  all  verified  findings  will  be  documented  and  filed  in  the  resident's  folder.  [24 
CFR  960.206] 

4.  Verified  information  will  be  analyzed  and  a  determination  made  with  respea  to: 

a)  Family  composition:  eligibility  of  the  resident  as  a  family  or  as  the  remaining  member 
of  a  family^ 

b)  Unit  size  required  for  the  family; 

c)  Rent  the  family  will  pay,  and 

d)  Need  to  transfer  the  family  to  a  smaller  or  larger  unit,  or  a  unit  with  accessible 
features. 

5.  Income  shall  be  computed  in  accordance  with  the  definitions  and  procedures  set  forth  in 
Section  XI  of  this  policy.  [24  CFR  5.609] 

6.  If  a  family  does  not  show  for  the  first  recertification  appointment,  a  letter  wiU  be  sent 
rescheduling  the  appointment.  If  the  rescheduled  appointment  Is  not  convenient  for  a 
compelling  reason,  the  family  has  three  (3)  days  to  notify  the  property  office  of  a  need  to 
reschedule  the  appointment. 

7.  Families  that  fail  to  show  to  the  second  recertification  appointment  or  who  fail  to  respond 
to  a  notice  of  a  recertification  will  be  sent  a  notice  of  lease  violation.  Failure  to  respond  to 
the  notice  of  lease  violation  will  result  in  termination  of  the  lease.  [24  CFR  86.124(c)] 

C.  Eligibility  for  Continued  Occupancy 

1.  Households  that  meet  the  following  criteria  will  be  eligible  for  continued  occupancy: 

a)  Qualify  as  a  famify  as  defined  In  Sealon  XII  of  this  policy. 
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b)  Are  in  full  compliance  with  the  resident  obligations  and  responsibilities  as  described 
in  the  Residential  Lease  Agreenentand  Contract  (Appendix  D). 

c)  All  family  members,  age  6  and  older,  each  have  Social  Security  numbers  or  have 
certifications  on  file  indicating  they  have  no  Social  Security  number. 

d)  AH  members  receiving  housing  assistance  are  citizens  or  uave  eligible  immigration 
status  or  a  mixed  family  (having  at  least  one  family  member  that  has  citizenship  or 
eligible  immigration  status).  Every  member  of  a  resident  fairuly  has  submitted  either 
a  signed  declaration  of  citizenship  or  evidence  eligible  immigration  status  as  required 
by.  [24  CFR  912.6] 

D.  Action  Following  Recertification 

1.  If  there  is  any  change  in  rent,  a  new  Residential  Lease  Agreement  and  Contract  will  be  executed 
and  a  "Notice  of  Rent  Adjustment"  will  be  issued.  [24  CFR  966.4  (c)  &  (o)] 

2.  If  any  change  in  the  unit  size  is  required,  the  resident  ■cviU  be  placed  on  a  transfer  list  in 
accordance  with  the  transfer  criteria  described  in  Section  V  of  this  policy  and  moved  to  an 
appropriate  unit  when  one  becomes  available.  [  24  CFR  966.4  (c)(3)] 

E.  Interim  Recertifications 

1.  Between  annual  recertifications,  residents  must  report  changes  in  income  to  the  housing 
manager  ■within  10  calendar  days  of  the  occurrence  as  descnbed  in  Section  5  of  the  lease 
agreement. 

2.  SFHA  does  not  condurt  interim  recertifications  for  increases  in  rent  unless  the  family 
composition  changes  or  if  the  income  disallowance  period  has  ended. 

3.  Residents  -with  seasonal  or  part-time  employment  of  a  cyclical  nature  will  be  asked  for  third 
party  documentation  of  the  circumstances  of  their  employment,  including  start  and  ending 
dates. 

4.  Residents  in  job  training  programs  or  who  are  employed  as  a  result  of  job  training  may  be 
eligible  for  an  income  disregard,  (see  Secuon  XIII  Part  B) 

5.  SFHA  may  process  an  interim  adjustment  in  rent  if  at  an  annual  or  Interim  recertification  a 
resident  misrepresents  the  facts  upon  which  the  rent  is  based. 

6.  Complete  justification  and  verification  of  the  circumstances  applicable  to  rent  adjustments 
must  be  documented  by  the  resident  and  approved  by  the  Executive  Direaor  or  his/her 
designee.  [24  CFR  960.206] 

F.  Notice  of  Rent  Adjustment 

Residents  will  be  sent  a  "Notice  of  Rent  Adjustment"  30  days  prior  to  any  increase  in  rent.  This 
notice  will  list  the  current  rent,  the  new  rent,  and  the  effective  date  of  the  rent  adjustment.  Rent  may 
be  adjusted  as  a  result  of  an  annual  recertification,  an  interim  recertification,  or  when  a  change  in 
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policies  affects  the  rent  calculation  (i.e.  annual  update  of  ceding  rent). 

G.        Failure  to  Report  Accurate  Information 

If  the  .'lority  discovers  that  a  resident  has  misrepresented  or  failed  to  report  to  Management  the 
facts  upon  which  his/her  rent  is  based  so  that  the  rent  being  paid  is  less  than  what  should  have  been 
charged,  then  the  increase  in  rent  will  be  made  retroactive  to  the  first  of  the  month  following  the 
month  in  which  the  misrepresentation  occurred.  Failure  to  report  accurate  information  is  also 
grounds  for  initiating  eviction  proceedings  in  accordance  with  SFHA's  dwelling  lease  [24  CFR  966.4 
(c)(2)]. 

H.        Remaining  Family  Members  and  Prior  Debt 

1.  If  the  head  of  household  moves  out  of  a  leased  unit  and  the  family  members  want  to 
continue  occupancy  of  that  unit  (or  another  SFHA  unit  of  the  appropriate  bedroom  size), 
the  remaining  family  members  must  identify  a  new  head  of  household  who  will  be  subject  to 
suitability  and  eligibility  requirements.  Once  approved  by  the  Eligibility  Department  and  any 
outstanding  debt  is  paid,  the  new  head  of  household  will  sign  a  SFHA  residential  lease. 

2.  If  all  adults  abandon  the  unit  or  die  and  the  only  household  members  remaining  in  the  unit 
are  minors  they  may  maintain  the  unit  only  if: 

a)  The  SFHA  will  accept  the  court-appointed  guardian  to  assume  the  lease  provided 
that  all  eligibility  and  suitability  criteria  are  met. 

b)  The  court-declared  emancipated  minor  meets  all  the  eligibility  and  suitability  criteria 

3.  Family  Re-unification  -  a  former  resident  whom  the  courts  want  reunited  w/  his/her 
children 

4.  Any  outstanding  debt  owed  to  the  Authority  by  the  former  head  of  household  will  be 
addressed  as  follows: 

a)  If  the  debt  cannot  be  collected  from  the  former  head  of  household  (death, 
incarceration,  hospitalization),  as  a  party  to  the  lease,  remaining  adult  family 
members  18  years  of  age  or  older  will  be  responsible  for  arrearages  incurred  by  the 
former  head  of  house. 

b)  The  SFHA  will  not  hold  remaining  family  members  responsible  for  any  portion  of 
the  arrearage  incurred  prior  to  the  remaining  member  attaining  age  18.  Example:  the 
new  head  of  house  and  only  adult  member  of  household  recently  turned  18  years. 
The  new  head  of  house  is  not  responsible  for  the  portion  of  the  debt  owed  prior  to 
his/her  18"^  birthday. 

c)  Remaining  family  members  under  age  18  shall  not  be  held  responsible  for  the  rent 
arrearages  incurred  by  the  former  head  of  household. 

d)  Except  as  required  above,  a  new  head  of  household  added  to  the  Lease  will  not  be 
charged  for  any  arrearage  incurred  by  the  former  head  of  household. 
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e)  If  the  Lease  held  by  the  new  head  of  the  household  is  an  extension  of  occupancy 
under  a  pnor  lease  (s)  with  the  SFHA,  any  amounts  due  under  the  prior  lease  (s)  may 
be  charged  and  collected  as  if  the  amounts  were  incurred  under  the  current  lease 
(debt  follows  the  head  of  the  household). 

f)  When  disputes  ^  ..  between  a  resident  and  the  Authority  concerning  an  aalon  taken 
by  the  Authority  to  collect  a  prior  debt  as  outlined  in  this  paragraph,  residents  will 
have  the  opportunity  to  resolve  this  dispute  through  a  grievance  hearing  according  to 
the  SFHA's  Resident  Griemnce  Procedures.  [24  CFR  966.50] 

5.  Any  outstanding  credit  due  to  the  resident  will  be  addressed  as  follows: 

a)  A  credit  balance  that  is  equal  to,  or  less  than,  twelve  months  rent  (based  on  the 
current  monthly  rent  amount)  will  be  earned  as  a  balance  on  the  resident's  account 
until  the  credit  is  exhausted. 

b)  If  the  credit  balance  that  is  more  than  twelve  months  rent  (based  on  the  current 
monthly  rent  amount),  the  resident  will  be  paid  a  refund  for  the  amount  exceeding 
12  months  rent.  The  amount  equal  to  12  months  rent  wiU  be  carried  as  a  balance  on 
the  resident's  account  until  the  credit  is  exhausted. 

c)  If  the  tenant  vacates  the  unit  with  a  credit  balance,  the  SFHA  will  refund  the  entire 
balance,  less  any  charges  for  damages  to  the  imit  by  the  resident  that  exceed  normal 
wear  and  tear,  within  30  days  of  the  vacate. 

I.  Temporarily  and  Permanently  Absent  Family  Members 

1.  If  any  family  member  is  gone,  or  expected  to  be  gone,  longer  than  15  days,  the  farruly  must 
notify  property  manager. 

2.  Family  member  who  is  absent  more  than  a  total  of  90  days  in  any  one-year  period  shall  be 
considered  permanently  absent.  Reasonable  accommodation  for  serious  medical  reasons  will 
be  considered. 

3.  If  an  entire  family  that  is  listed  on  the  lease  is  absent  more  than  a  total  of  90  days  in  any  one- 
year  period,  the  unit  will  not  be  considered  the  family's  primary  residence.  This  is  a  matenal 
violation  of  the  lease  and  they  will  be  subjea  to  the  lease  termination  process. 

J.  Lease  Revision  and  Modification 

1.  The  SPTiA  may  revise  or  modify  the  lease  at  any  time  during  the  lease  term: 

a)  So  long  as  the  SFHA  follows  the  requirements  of  notice  to  tenants  and  resident 
organization;  and 

b)  Considers  their  comments  before  adopting  any  new  lease  form.. 

2.  Lease  amendments  must  be  accepted  by  households  or  the  SFHA  can  terminate  the  lease  if: 

a)  Tenant  refuses  to  accept  a  revision  to  the  lease  after  being  given  at  least  60  days 

notice  of  its  proposed  effect;  and 
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b)  If  the  tenant  is  allowed  reasonable  tune  to  respond  to  the  offer. 

K.         Unit  Inspections 

1.  Each  year,  the  SFHA  shall  schedule  and  perform  a  "  -sical  inspection  of  each  dwelling  unit. 
The  purpose  of  the  inspection  is  to  assess  its  physical  condition  and  to  perform  preventive 
maintenance  work,  as  warranted.  Such  repairs  made  on  a  timely  basis  will  alleviate  more 
extensive  work  necessitated  by  deferred  maintenance.  Damages  found  during  the  inspection 
which  were  caused  by  negligent  actions  of  the  family  or  its  guest(s),  shall  be  charged  to  the 
family  based  on  the  latest  Resident  Maintenance  Charge  List.  No  charge  shall  be  made  if  the 
repair  was  precipitated  by: 

a)  Normal  wear  and  tear,  or 

b)  A  verifiable  aa  of  God 

2.  The  Property  Manager  shall  conduct  a  Housekeeping  inspection  once  a  year.  Residents  who 
are  in  violation  of  housekeeping  standards  will  be  required  to  correct  the  deficiency.  The 
Housekeeping  standards  shall  include,  but  not  be  limited  to: 

a)  conditions  in  the  living  room,  kitchen,  bathroom,  and  bedrooms; 

b)  conditions  of  entryways,  halls,  and  yards; 

c)  cleanliness  of  all  areas; 

d)  general  care  of  furniture,  windows,  doors,  and  cabinets; 

e)  evidence  of  destruction  of  SFHA  property; 
1)  unauthorized  occupants; 

g)  evidence  of  criminal  activity; 

h)  conditions  inconsistent  with  move-in  inspection. 

Failure  to  correa  the  deficiency  will  result  in  termination  of  the  Lease. 

X.      Lease  Termination  Procedures 

The  San  Francisco  Housing  Authority  will  process  lease  terminations  in  accordance  ■^ith  applicable 
HUD  regulations  and  Section  14  of  the  ResidenOal  Lease  Agreement  ardContracL.  [24  CFR  966.4  (1)(2)] 

A,         Record  Keeping  Requirements 

A  written  record  of  every  termination  and/or  eviction  shall  be  maintained  by  SFHA,  and  shall 
contain  the  following  information: 

1.  Name  of  resident,  number  and  identification  of  unit  occupied; 

2.  Date  of  the  Notice  of  Lease  Terminauon  and  any  other  notices  reqioired  by  State  or  local 
law;  these  notices  may  be  on  the  same  form  and  will  run  concurrently, 
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3.  Specific  reason (s)  for  the  Notices,  the  section  of  the  lease  violated,  and  other  facts  pertinent 
to  the  issuing  of  the  Notices  described  in  detail; 

4.  Date  and  method  of  notifying  resident;  and 

5.  Previous  notices  warning  residents  of  actions  or  behavioral  problems  that  rise  lo  the  level  of 
a  lease  violation.  A  summary  of  any  conference  held  with  the  resident,  including  dates, 
names  of  conference  participants,  and  conclusions  shall  also  be  included. 

6.  Copies  of  notices,  forms,  or  reports  documenting  resident  actions  or  behavioral  problems 
that  may  singularly  or  cumulatively  lead  to  a  determination  of  lease  violation(s).  (Examples: 
Requests  for  Termination,  14-day  Notices  HQS  Inspection  Forms,  etc.) 

B.  Lease  Requirements 

1.  Tenant  Obligations 

a)  The  lease  must  provide  that  the  tenant  shall  be  obligated: 

(1)  To  assure  that  no  tenant,  member  of  the  tenant's  household,  or  guest 
engages  in: 

i.  Any  criminal  activity  that  threatens  the  health,  safety  or  right  to 

peaceful  enjoyment  of  the  premises  by  other  residents 

ii.  Any  drug-related  criminal  activity  on  or  off  the  premises. 

(2)  To  assure  that  no  other  person  under  the  tenant's  control  engages  in: 

i.  Any  criminal  activity  that  threatens  the  health,  safety  or  nght  to 

peaceful  enjoyment  of  the  premises  by  other  residents; 

ii.  Any  drug-related  criminal  activity  on  the  premises. 

(3)  To  assure  that  no  member  of  the  household  engages  in  abuse  or  pattern  of 
abuse  of  alcohol  that  affects  the  health,  safety  or  right  to  peaceful  enjoyment 
of  the  premises  by  other  residents. 

C.  Termination  of  Tenancy  and  Eviction 

1.  The  SFHA  may  terminate  the  tenancy  only  for  senous  or  repeated  violation  of  material 

terms  of  the  lease,  such  as  the  following: 

a)  Failure  to  make  payments  due  under  the  lease; 

b)  Failure  to  fulfill  household  obligations,  as  described  in  the  lease; 

c)  Other  good  cause.  Other  good  cause  includes,  but  is  not  limited  to,  the  following: 

(1)  Criminal  activity  or  alcohol  abuse  as  defined  in  the  lease; 

(2)  Fleeing  to  avoid  prosecution,  or  custody  or  confinement  after  conviction,  for 
a  crime,  or  attempt  to  commit  a  crime,  that  is  a  felony  under  the  laws  of  the 
place  from  which  the  individual  flees; 
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(3)  Violating  a  condition  of  probation  or  parole  imposed  under  Federal  or  State 
law; 

(4)  Discovery  after  admission  of  faas  that  made  the  tenant  ineligible; 

''"'■         Discovery  of  material  false  statements  or  fraud  by  the  tenant  in  connection 
with  an  application  for  assistance  or  with  reexamination  of  income; 

(6)         Failure  to  accept  the  SFHA's  offer  of  a  lease  revision  to  an  existing  lease: 

i.  That  is  on  a  form  adopted  by  the  SFTHA  in  accordance  with  HUD 

regulations; 

ii.  With  written  notice  of  the  offer  of  the  revision  at  least  60  calendar 

days  before  the  lease  revision  is  scheduled. to  take  effect;  and 

iii.  With  the  offer  specifying  a  reasonable  time  limit  within  that  period 

for  acceptance  by  the  family. 

2.  The  SFHA  shall  immediately  terminate  the  tenancy  if  the  SFHA  determines  that  any 

member  of  the  household  has  ever  been  conviaed  of  drug-related  criminal  activity  or 
manufacture  or  production  of  methamphetamine  on  the  premises  of  federally  assisted 
housing. 

D.  Lease  Termination  Notice 

1.  The  PHA  must  give  written  notice  of  lease  termination  of: 

a)  14  days  in  the  case  of  failure  to  pay  rent 

b)  A  reasonable  period  of  time  considering  the  seriousness  of  the  situation  (but  not  to 
exceed  30  days); 

(1)  If  the  health  or  safety  of  other  residents,  PHA  employees,  or  persons 
residing  in  the  immediate  vicinity  of  the  premises  is  threatened; 

(2)  If  any  member  of  the  household  has  engaged  in  any  drug-related  criminal 
activity  or  violent  criminal  activity, 

(3)  If  any  member  of  the  household  as  been  competed  of  a  felony. 

E.  Evidence 

L  The  SFHA  may  evict  the  tenant  by  judicial  action  for  criminal  activity,  regardless  of 

whether  the  covered  person  has  been  arrested  or  convicted  for  such  activity,  and 
without  satisfying  the  standard  of  proof  used  for  a  criminal  conviction. 

F.  Notice  to  the  Post  Office 

When  the  SFHA  evicts  an  individual  or  family  for  criminal  activity,  including  drug-related  criminal 
activity,  the  SFHA  shall  notify  the  local  post  office  serving  the  dwelling  unit  that  the  individual  or 
family  is  no  longer  residing  in  the  unit. 
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G.         Consideration  of  Circumstances 

1.  In  lease  termination  and  eviction  for  drug  and  other  criminal  activity,  the  SFHA  shall 
determine  that  the  tenant  had  some  degree  of  knowledge  or  ability  to  control  the  unlawful 
behavior. 

2.  Except  for  conviction  for  manufacturing  or  produaion  methamphetamine  on  the  premises 
of  federally  assisted  housing,  the  SFHA  may  consider  all  circumstances  relevant  to  a 
particular  case  such  as: 

a)  The  seriousness  of  the  offending  action; 

b)  The  extent  of  participation  by  the  leaseholder  in  the  offending  action; 

c)  The  effects  that  the  eviction  would  have  on  family  members  not  involved  in  the 
offending  activity; 

d)  The  extent  to  which  the  leaseholder  has  shown  personal  responsibility  and  has  taken 
all  reasonable  steps  to  prevent  or  mitigate  the  offending  action. 

3.  The  SFHA  may  require  a  tenant  to  exclude  a  household  member  in  order  to  continue  to 
reside  in  the  assisted  unit  where  that  household  member  has  participated  in  or  been  culpable 
for  action  or  failure  to  aa  that  warrants  termination. 

H.        Consideration  of  Rehabilitation 

1.  In  determining  whether  to  terminate  tenancy  for  illegal  drug  use  or  a  pattern  of  illegal  drug 

use  by  a  household  member  who  is  no  longer  engaging  in  such  use,  or  for  abuse  or  a  pattern 
of  abuse  of  alcohol  by  a  household  member  who  is  no  longer  engaging  in  such  abuse,  the 
SFHA  may  consider  whether  such  household  member: 

a)  Is  participating  in  or  has  successfully  completing  a  supervised  drug  or  alcohol 
rehabilitation  program/  or 

b)  Has  otherwise  been  rehabilitated  successfully. 

I.  Use  of  Criminal  Record 

1.  If  the  SFHA  seeks  to  terminate  the  tenancy  for  criminal  activity  as  shown  by  a  criminal 
record,  the  SFHA  shall: 

a)  Notify  the  household  of  the  proposed  action  to  be  based  on  the  information;  and 

b)  Provide  the  subject  of  the  record  and  the  tenant  with  a  copy  of  the  criminal  record 
before  the  SFHA  grievance  hearing  or  court  trial. 

c)  The  tenant  shall  be  given  an  opportunity  to  dispute  the  accuracy  and  relevance  of 
that  record  in  the  grievance  hearing  or  court  trial. 

2.  The  SFHA  shall  not  pass  along  to  the  tenant  the  costs  of  a  criminal  records  check. 
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3.  To  obtain  criminal  records  from  a  law  enforcement  agenc)^,  the  SFHA  may  require  that 
eveiy  applicant  age  18  and  older,  and  head  of  house  and  spouse  regardless  of  age,  submit  a 
signed  consent  form. 

4.  The  SFHA  shall  disclose  the  criminal  records  that  It  receives  from  a  law  enforcement  agency 
only  to: 

a)  Officers  or  employees  of  the  SFHA; 

b)  Authorized  representatives  of  the  SFHA  with  a  job-related  need  to  access  the 
information  (for  example,  a  SFFIA  hearing  officer). 

5.  If  the  SFHA's  decision  to  evict  a  tenant  Is  based  on  criminal  record  information  from  a  State 
or  local  agency,  the  SFHA  must  notify  the  head  of  household  of  the  proposed  action  and: 

a)  Supply  the  subject  of  the  record  and  the  tenant  with  a  copy  of  the  information;  and 

b)  Provide  the  opportunity  for  the  tenant  to  dispute  the  accuracy  and  relevance  of  the 
information.  The  opportunity  shall  be  presented  before  the  actual  eviction  action. 

J.  Records  management 

1.  The  SFHA  shall  maintain  a  system  of  records  management  that  criminal  records  received 

from  a  law  enforcement  agency  are: 

a)  Maintained  confidendaUy^, 

b)  Not  misused  or  improperly  disseminated; 

c)  Destroyed  once  the  purpose  for  which  the  record  was  requested  has  been 
accomplished.  This  Includes  an  expiration  period  for  filing  a  challenge  to  SFHA 
action  if  the  challenge/litigation  Is  not  insdtuted. 

K.         Grievance 

1.  When  disputes  arise  betu^een  a  resident  and  the  SFHA  concerning  an  action  or  failure  to  act 
in  accordance  with  the  Residential  Lease  Agreement  and  Contraa,  residents  will  have  the 
opportunity  to  resolve  this  dispute  through  a  grievance  hearing  according  to  the  SFHA's 
GmixvTce  Procedures.  [24  CFR  966.50] 

2.  Grievance  procedures  will  not  apply  to  eviction  or  termination  of  tenancy  cases  involving 
cory  actiuity  i\\zi  threatens  the  health,  safety,  or  right  to  peaceful  enjo}Tnent  of  the  premises  by 
other  residents  or  SPT^A  employees;  or  any  drug-related  criminal  activity  on  or  off  SFHA 
property.  [24  CFR  966.51] 

3.  For  the  purposes  of  verifying  the  conduct  of  a  leaseholder,  the  SFHA  shall  maintain  on  file 
copies  of  the  following: 

a)  SFHA  documentation  of  recertification(s),  HQS  Inspection (s),  and  a  Tenant 
Historical  Log; 

b)  Any  SFHA  Request  for  Termination,  Notice  of  Lease  Termination,  14-day  Notice  of 
Eviction,  or  Tenant  Pedtions  for  Grievance  Hearing. 
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XI.  Utilities 

In  some  of  the  SFHA's  developments,  residents  pay  the  cost  of  utilities  direaly  to  the  supplier  of 
utilities  ("Resident  Paid  Utilities").  When  this  is  the  case,  resident  rents  are  reduced  by  an  Allowance 
''or  Utilities  that  is  developed  by  the  SFHA  in  consultation  uith  the  utility  supplier  and  revi':,^-:''d  by 
HUD.   [24  CFR  965  &  966.4  (b)(2)] 

A-         Resident-Paid  Utilities 

The  following  requirements  apply  to  residents  living  m  developments  with  resident-paid  utilities  or 
applicants  being  admitted  to  such  developments: 

L  Paying  the  utility  bill  is  the  resident's  obligation  under  the  Authority's  lease.  Failure  to  pay 

utilides  is  grounds  for  evicdon. 

2.  When  a  resident  submits  an  application  for  utility  service  in  his/her  own  name,  the  resident 
must  sign  a  third-party  notification  agreement  so  that  the  SFHA  will  be  notified  if  the 
resident  fails  to  pay  the  utility  bill. 

3.  In  developments  with  resident-paid  utilities,  residents  with  Total  Tenant  Payments  that  are 
less  than  the  applicable  utility  allowance  for  the  unit  will  be  entided  to  have  a  utility 
reimbursement  paid  by  the  SFHA.  Utility  reimbursements  are  equal  to  the  difference 
between  the  TTP  and  the  Allowance  for  Utiliues.  The  utility  reimbursement  payment  shall 
be  paid  to  the  tenant. 

B.         Excess  Utility  Charges 

The  Authority  has  an  established  allowance  (usage)  schedule  for  units  where  SFFiA  pays  the  utilities. 
If  Resident  usage  exceeds  this  allowance,  a  charge  shall  be  applied  as  specified  in  Section  2  of  the 
Residential  Lease  AgreemaTt  and  Contract  Residents  who  own  and  operate  large  appliances  such  as  air 
condiuoners  or  chest  freezers  may  exceed  the  SFHA  utility  allowance  for  their  unit  and  are 
responsible  for  any  addidonal  uulity  cost  [24  CFR  966.4  (b)(2)]. 

XII.  Resident  Choice  of  Rent  Payment 

All  resident  households  in  San  Francisco  Housing  Authority  public  housing  units,  shall  pay  as 
monthly  rent  either  an  income-based  rent  or  a  flat  rent.  The  Authority  shall  provide  to  each  family 
residing  in  a  public  housing  dwelling  unit  the  opportunity  to  elect  annually  whether  the  rent  paid  by 
such  family  shall  be  the  income-based  or  the  flat  rent.  The  Authority  may  not  at  any  annual 
recenification  fail  to  provide  both  such  rent  options  to  any  household  residing  in  a  Low-Income 
public  housing  unit.  [QHWRA;  Section  523;  (A)(i)  ]. 
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A,         Flat  Rents 

1.  The  SFHA  will  establish  flat  rents  for  each  public  housing  dwelling  unit,  beginning 
10/01/02.  The  flat  rent  for  a  unit  is  based  on  the  rental  value  of  the  unit,  and  is  designed  so 
th  'he  rent  does  not  create  a  disincentive  for  continued  residency  in  public  housing  by 
families  who  are  attempting  to  become  economically  self-sufficient.  Flat  rents  for  public 
housing  units  will  be  based  on  the  unit  location,  quality,  type,  size,  and  age  of  the  unit,  as 
well  as  any  amenities,  housing  services,  maintenance,  and  utilities  provided  by  SFHA.  Flat 
rents  will  be  calculated  according  to  reasonable  market  values  as  determined  by  a  Rent 
Reasonableness  study  conducted  by  the  SFHA  no  more  than  once  every  five  years.  The 
results  of  the  study  will  be  included  in  each  Five-Year  Plan. 

2.  The  Authority  adopts  a  two-tiered  flat  rent  schedule. 

a)  For  newly  construaed  units,  replacement  housing,  and  completely  rehabbed  units 
finished  after  October  1,1999,  the  flat  rents  will  be  set  at  the  maximum  rents 
determined  by  the  California  Low  Income  Tax  Credit  Program  ("LIHTC")  as 
indicated  in  SFHA  Board  Resolution  4826,  which  adopted  flat  rents  for  Bemal 
dwellings.  The  Authority  will  review  the  flat  rent  schedule  annually  to  ensure  its 
appropriateness.  Flat  rents  will  be  adjusted  to  reflect  the  most  recent  Tax  Credit 
rents  as  published  by  the  California  Low  Income  Tax  Credit  Program. 

1  Bedroom  -  $786.00 

2  Bedrooms  -  $931.00 

3  Bedrooms  -  $1,061.00 

4  Bedrooms  -  $1,172.00 

b)  For  units  currently  existing  in  the  housing  stock,  the  current  "ceiling  rents"  will  be 
retained  on  a  transitional  basis  for  three  (3)  years.  On  10/01/02,  the  Authority  will 
adjust  the  ceiling  rents  to  flat  rents,  based  upon  a  reasonable  market  value  for  those 
units.   [24  CFR  5.603, 5.614;  QHWRA;  Section  523] 


Studio 

$347.00 

1  Bedroom 

$421.00 

2  Bedrooms 

$495.00 

3  Bedrooms 

$619.00 

4  Bedrooms 

$693.00 

5  Bedrooms 

$797.00 

The  Authority  shall  immediately  provide  for  a  family  to  switch  to  an  income  based  rent 
instead  of  a  flat  rent  amount  upon  the  determination  that  the  family  is  unable  to  pay  the  flat 
rent  amount  because  of  financial  hardship,  including: 

a)  Situations  in  which  the  income  of  the  farruly  has  decreased  because  of  changed 

circumstances,  loss  or  reduction  of  employment,  death  in  the  family,  and  reduction 
in  or  loss  of  income  or  other  assistance; 
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b)  An  increase,  because  of  changed  circumstances,  in  the  family's  expenses  for  medical 
costs,  child  care,  transportation,  education  or  similar  items;  and 

c)  Such  other  situations  as  may  be  determined  by  the  Authority.  [QHWRA;  Section  523; 
C] 

4.  For  families  electing  the  flat  rent  payment  amount,  the  Authority  shall  re\aew  the  income  of 

such  families  not  less  than  once  every  three  (3)  years.  Families  choosing  to  pay  the  income- 
based  rent  shall  continue  to  have  a  re-examinadon  of  income  once  every  twelve  (12)  months. 
[QHWRA,  Section  523,  E] 

B.  Income-Based  Rent 

1.  At  the  time  of  admission  or  the  reexamination,  all  families  shall  be  charged  the  greater  of: 

a)  Thirty  percent  (30%)  of  the  monthly  adjusted  income;  or 

b)  Ten  percent  (10%)  of  the  unadjusted  monthly  income. 

c)  The  SFHA's  minimum  rent 

2.  All  families  shall  be  afforded  the  resident  choice  of  rent  payment  and  can  choose  to  pay  the 
income-based  rent  or  the  established  flat  rent.  [QHWRA;  Section  523] 

C.  Minimum  Rent 

1.  The  San  Francisco  Housing  Authority  has  established  $25.00  as  its  minimum  rent  if  the 
SFHA's  minimum  rent  is  the  amount  calculated  for  TTP  (see  above). 

2.  Exemption  of  payment  of  minimum  Rent 

a)  The  Authority  is  required  to  grant  an  exemption  from  payment  of  minimum  rent  if 

the  family  is  unable  to  pay  the  minimum  rent  because  of  financial  hardship.  Financial 
hardship  includes  the  following: 

(1)  When  the  family  has  lost  eligibility  for  or  is  awaiting  an  eligibility 
determinauon  for  a  Federal,  State,  or  local  assistance  program,  including  a 
family  that  includes  a  member  who  is  a  non-citizen  lawfully  admitted  for 
permanent  residence  under  the  Immigrauon  and  Nationality  Aa  who  would 
be  entided  to  public  benefits  but  for  dde  IV  of  the  Personal  Responsibility 
and  Work  Opportunity  Aa  of  1996; 

(2)  When  the  family  would  be  evicted  because  it  is  unable  to  pay  the  minimum 
rent; 

(3)  When  a  death  has  occurred  in  the  family;  and 

(4)  Other  circumstances  as  determined  by  the  SFHA  or  HUD 
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b)  Hardship  exemption  process 

(1)  If  a  family  requests  a  financial  hardship  exemption,  the  SFHA  shall 
immediately  suspend  the  minimum  rent  requirement  beginning  the  month 
following  the  family's  request  for  a  hsrHship  exemption,  and  continuing  until 
the  SFHA  determines  whether  there  xS  a  qualifying  financial  hardship  and 
whether  it  is  temporary  or  long  term. 

(2)  SFHA  shall  promptly  determine  whether  a  qualifying  hardship  exists  and 
whether  it  Is  temporary  or  long  term. 

(3)  The  SFHA  shall  not  evia  the  family  for  nonpayment  of  minimum  rent 
during  the  90-day  period  beginning  the  month  following  the  family's  request 
for  a  hardship  exemption. 

(4)  If  the  SFHA  determines  that  the  hardship  does  not  meet  HUD's  definition, 
the  SFHA  shall  reinstate  the  minimum  rent  from  the  beginning  of  the 
suspension  of  the  minimum  rent. 

(5)  If  the  SFHA  determines  that  a  qualifying  financial  hardship  is  temporary 
(expeaed  to  last  less  than  90  days),  the  SFHA  shall  reinstate  the  minimum 
rent  from  the  beginning  of  the  suspension.  The  SFHA  shall  offer  the  famify  a 
reasonable  repayment  agreement,  on  terms  and  conditions  established  by  the 
SFHA,  for  the  amount  of  back  minimum  rent  owed  by  the  family. 

(5)  If  the  SFHA  determines  that  a  qualifying  financial  hardship  is  long  term,  the 
SFHA  shall  exempt,  retro activefy  to  the  date  of  the  farmfy's  request  for  a 
minimum  rent  exemption,  the  famify  from  the  payment  of  the  minimum  rent 
until  the  hardship  no  longer  exists. 

XIII.  Definitions  and  Procedures  to  be  used  in  Determining  Income 
AND  Rent 

A-        Annual  Income  [24  CFR  5.609] 

Annual  income  is  the  anticipated  total  income  from  all  sources,  including  net  income  derived  from 
assets,  received  by  the  famify  head  and  spouse  (even  if  temporarify  absent)  and  by  each  additional 
family  member  age  18  years  or  older  including  all  net  income  from  assets  for  the  12-month  period 
following  the  effective  date  of  initial  determination  or  re-examination  of  income,  exclusive  of 
income  that  is  temporary,  non-recurring,  or  sporadic  as  defined  below  or  is  specifically  excluded 
from  income  by  another  federal  statute.  Annual  income  includes  but  is  not  limited  to: 

1.  The  full  amount  before  any  payroll  deductions  of  wages  and  salaries,  overtime  pay, 

commissions,  fees,  tips  and  bonuses,  and  other  compensation  for  personal  services; 
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2.  The  net  income  from  operation  of  a  business  or  profession,  including  any  v,ithdrawal  of 
cash  or  assets  from  the  operation  of  the  business.  Expenditures  for  business  expansion  or 
amortization  of  capital  indebtedness  shall  not  be  used  as  deductions  in  determining  the  net 
income  from  a  business.  An  allowance  for  the  straight-line  depreciation  of  assets  used  in  a 
business  or  profession  may  be  deducted  as  provided  in  IRS  regulations.  Withe  ils  of  cash 
or  assets  "will  not  be  considered  as  income  when  used  to  reimburse  the  family  for  cash  or 
assets  invested  in  the  business; 

3.  Interest,  dividends,  and  other  net  income  of  any  kind  from  real  or  personal  property. 
Expenditures  for  amortization  of  capital  indebtedness  shall  not  be  used  as  deductions  in 
determining  net  income.  An  allowance  for  the  straight-line  depreciation  of  real  or  personal 
property  is  permitted.  "Withdrawals  of  cash  or  assets  will  not  be  considered  income  when 
used  to  reimburse  the  family  for  cash  or  assets  invested  in  the  property.  Where  the  family 
has  Net  Family  Assets  in  excess  of  $5,000.  Annual  Income  shall  include  the  gTeater  (/the 
actual  income  derived  from  all  Net  Family  Assets  or  a  percentage  of  the  value  of  such  Assets 
based  on  the  current  passbook  savings  rate  as  determined  by  HUD; 

4.  The  full  amount  of  periodic  payments  received  from  social  security,  annuities,  insurance 
policies,  retirement  funds,  pensions,  disability  or  death  benefits,  and  other  similar  types  of 
periodic  receipts.  Except  delayed  or  deferred  periodic  payment  of  social  security  or 
supplemental  security  income  benefits; 

5.  Payments  in  lieu  of  earnings,  such  as  unemployment  and  disability  compensation,  worker's 

compensation,  and  severance  pay.  (See  Paragraph  B.3  of  this  section  concerning  treatment 
of  lump-sum  additions  as  family  assets); 

6.  All  welfare  assistance  payments  received  by  or  on  behalf  of  any  family  member. 

7.  Periodic  and  determinable  allowances,  such  as  alimony  and  child  support  payments,  and 
regular  cash  contributions  or  gifts  received  from  persons  not  residing  in  the  dwelling;  and 

8.  All  regular  pay,  special  pay  (not  including  pay  for  exposure  to  hostile  fire),  and  allowances  of 
a  family  member  in  the  Armed  Forces. 

B.         Items  not  included  in  Annual  Income  [24  CFR  5.  609] 
Annual  Income  does  not  include  the  following: 

1.  Income  from  the  employment  of  children  (including  foster  children)  under  the  age  of  18 
years; 

2.  Payments  received  for  the  care  of  foster  children  or  foster  adults  (usually  individuals  with 
disabilities,  unrelated  to  the  resident  family,  who  are  unable  to  live  alone); 

3.  Lump  sum  or  delayed  additions  to  family  assets,  such  as  inheritances,  insurance  payments, 
(including  payments  under  health,  and  accident  insurance,  and  worker's  compensation) 
capital  gains,  and  settlement  for  personal  property  losses;  (but  see  paragraphs  A.4  and  A.5 
above  if  the  payments  are  or  will  be  periodic  in  nature); 
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4.  Amounts  received  by  the  family,  which  are  specifically  for,  or  in  reimbursement  of,  the  cost 
of  medical  expenses  for  any  family  member; 

5.  Income  of  a  live-in  aide,  provided  the  person  meets  the  definidon  of  a  live-in  aide  (See 
Secuon  X^^  of  this  policy); 

6.  The  full  amount  of  student  financial  assistance  paid  direcdy  to  the  student  or  the  educadonal 
institution; 

7.  The  special  pay  to  a  family  member  serving  in  the  Ajmed  Forces  who  is  exposed  to  hostile 
fire; 

8.  Amounts  received  by  a  person  with  disabilities  that  are  disregarded  for  a  limited  time  for 
purposes  of  Supplemental  Security  Income  and  benefits  that  are  set  aside  for  use  under  a 
Plan  to  attain  Self-Sufficiency  (PASS); 

9.  Amounts  received  by  a  participant  in  other  publicly  assisted  programs  which  are  specifically 
for,  or  in  reimbursement  of,  out-of-pocket  expenses  incurred  (i.e.  special  equipment, 
clothing,  transportauon,  child  care,  etc.)  to  allow  participation  in  a  specific  program; 

10.  A  resident  serukes  stipend.  A  resident  services  stipend  is  a  modest  amount  (not  to  exceed 
$200/month  per  person)  received  by  a  SFHA  resident  for  performing  a  service  for  the  SFHA, 
on  a  part-time  basis,  that  enhances  the  quality  of  life  in  public  housing.  Such  services  may 
include  but  are  not  limited  to,  fire  patrol,  hall  monitoring,  lawn  maintenance,  and  resident- 
initiatives  coordination.  No  resident  may  receive  more  than  one  such  stipend  at  a  time; 

11.  Temporary,  non-recurring,  or  sporadic  income  (including  gifts); 

12.  For  all  initial  determinations  and  reexaminadon  of  income  on  or  after  23  April  1993, 
reparation  payments  paid  by  foreign  governments  pursuant  to  claims  filed  under  the  laws  of 
that  government  by  persons  who  were  persecuted  during  the  Nazi  era; 

13.  Earnings  m  excess  of  $480  for  each  full-time  student  18  years  old  or  older  (excluding  the 
head  of  the  household  and  spouse); 

14.  Adoption  assistance  payments  in  excess  of  $480  per  adopted  child; 

15.  The  earnings  approved  for  an  exclusion  of  income  under  the  U.S.  Housing  Act  of  1937 
[CFR  960.255] 

a)  The  earned  income  disallowance  is  exclusion  from  annual  income. 

b)  A  qualified  family  is  a  family  residing  in  public  housing: 

(1)  wnose  annual  income  increases  as  a  result  of  emplo)Tnent  of  a  family 
member  who  was  unemployed  for  one  or  more  years  previous  to 
unemployment; 
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i,  "Previously  unemployed"  includes  a  person  who  has  earned,  in  the 

twelve  months  previous  to  employment,  no  more  than  would  be 
received  for  10  hours  of  work  per  week  for  50  weeks  at  the 
established  minimum  wage. 

(2)  Whose  annual  incoiuc  increases  as  a  result  of  increased  earnings  by  a  family 
member  during  participation  in  any  economic  self-sufficiency  or  other  job 
training  program  (the  training  program  must  have  a  specific  start  and  end 
date,  otherwise  the  SFHA  will  recognize  a  two-year  training  period);  or 

(3)  Whose  annual  income  increases,  as  a  result  of  new  employment  or  increased 
earnings  of  a  family  member,  during  or  within  six  months  after  receiving 
assistance,  benefits  or  services  under  any  state  program  for  temporary 
assistance  for  needy  families  (TANF  and  Welfare-to-Work  (WTW) 
programs).  The  TANF  program  is  not  limited  to  monthly  income 
maintenance,  but  also  includes  such  benefits  and  services  as  one-time 
payments,  wage  subsidies  and  transportation  assistance  -  provided  that  the 
total  amount  over  a  six-month  period  is  at  least  $500. 

c)  Disallowance  of  increase  in  annual  income 

(1)  Initial  twelve-month  exclusion.  During  the  cumulative  twelve  month  period 
beginning  on  the  date  a  member  of  a  qualified  family  is  first  employed  or  the 
family  first  experiences  an  increase  in  aimual  income  attributable  to 
employment,  the  SFHA  shall  exclude  from  annual  income  any  Increase  in 
income  of  the  family  member  as  a  result  of  employment  over  the  prior 
income  of  that  family  member. 

i.  The  effective  date  of  the  disallowance  begins  on  the  first  of  the 

month  following  qualifying  employment. 

(2)  Second  twelve-month  exclusion.  During  the  second  cumulative  twelve 
month  period  after  the  date  a  member  of  a  qualified  family  is  first  employed 
or  the  family  first  experiences  an  increase  in  annual  income  attributable  to 
employment,  the  SFHA  shall  exclude  from  annual  income  fifty  percent  of 
any  increase  in  income  of  such  family  member  as  a  result  of  employment 
over  income  of  that  family  member  prior  to  the  beginning  of  such 
employment. 

(3)  Maximum  four-year  disallowance.  The  disallowance  of  increased  income  of 
an  individual  family  member  is  limited  to  a  lifetime  48-month  period.  It  only 
applies  for  a  maximum  of  twelve  months  of  the  initial  "full"  exclusion,  and  a 
maximum  of  twelve  months  of  the  second  "phase-in"  exclusion. 

16.  Lump    sum   payments    of   supplemental    security  income    and    social    security   benefits 
representing  delayed  periodic 

17.  Amounts  received  by  the  family  in  the  form  of  refunds  or  rebates  under  state  or  local  law  for 
property  taxes  paid  on  the  dwelling  umt; 
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18.  Amounts  paid  by  a  State  agency  to  a  family  uith  a  developmentally  disabled  family  member 
living  at  home  to  offset  the  cost  of  services  and  equipment  needed  to  keep  the 
developmentally  disabled  family  member  at  home; 

19.  Amounts  specificalty  excluded  by  any  other  Federal  Statute  Z"  m  consideration  as  income 
for  purposes  of  determining  eligibility  or  benefits  under  a  category  of  assistance  programs 
that  includes  assistance  under  the  United  States  Housing  Act  of  1937.  (A  notice  will  be 
published  by  HUD  in  the  Federal  Register  identifying  the  benefits  that  qualify  for  this 
exclusion.  Updates  will  be  published  and  distributed  when  necessary).  The  following  is  a  list 
of  benefits  excluded  by  other  Federal  Statute  as  of  April  30,  2001.    [Federal  Register,  Vol.  66, 

a)  The  value  of  the  allotment  provided  to  an  eligible  household  for  coupons  under  the 
Food  Stamp  Act  of  1977.  [7  USC  2017  (h)] 

b)  Payments  to  volunteers  under  the  Domestic  Volunteer  Service  Act  of  1973.  [42  USC 
5044  (g),  5088]  Examples  of  programs  under  this  Act  include  but  are  not  limited  to: 

(1)  Retired  Senior  Volunteer  Program  (RSVP),  Foster  Grandparent  Program 
(FGP),  Senior  Companion  Program  (SCP),  and  the  Older  American 
Committee  Service  Program; 

(2)  National  Volunteer  Antipoverty  Programs  such  as  VISTA,  Peace  Corps, 
Service  Learning  Program,  and  Special  Volunteer  Programs; 

(3)  Small  Business  Administration  Programs  such  as  the  National  Volunteer 
Program  to  Assist  Small  Business  and  Promote  Volunteer  Service  to  Persons 
with  Business  Experience,  Service  Corps  of  Retired  Executives  (SCORE), 
and  Active  Corps  of  Executives  (ACE); 

c)  Payments  received  under  the  Alaska  Native  Claims  Settlement  Act  [43  USC  1626  (a)]; 

d)  Income  derived  from  certain  sub-marginal  land  of  the  United  States  that  is  held  in 
trust  for  certain  Indian  tribes  [(25  USC  459e]; 

e)  Payments  or  allowances  made  under  the  Department  of  Health  and  Human  Services' 
Low-Income  Home  Energy  Assistance  Program  [42  USC  8624  (f)]; 

^  Payments  received  under  programs  funded  in  whole  or  in  part  under  the  Job 

Training  Partnership  Act  [29  USC.  1552  (b)]; 

g)  Income  derived  from  the  disposition  of  funds  of  the  Grand  River  Band  of  Onawa 

Indians  [Pub.  L.  94-540,  90  State  2503-04]; 

h)  The  first  $2000  of  per  capita  shares  received  from  judgment  funds  awarded  by  the 

Indian  Claims  Commission  or  the  Court  of  Claims  [25  USC.  1407-08],  or  from  funds 
held  in  trust  for  an  Indian  Tribe  by  the  Secretary  of  Interior  [25  SC.  117b,  1407]; 

i)  Amounts  of  scholarships  funded  under  Tide  IV  of  the  Higher  Education  Act  of 

1965  including  awards  under  the  Federal  work-study  program  or  under  the  Bureau 
of  Indian  Affairs  student  assistance  programs.  [20  USC  1087  uu]  Examples  of  Title  IV 
programs  include  but  are  not  limited  to:  Basic  Educational  Opportunity  Grants  (Pell 
Grants),  Supplemental  Opportunity  Grants,  State  Student  Incentive  Grants,  College 
Work  Study,  and  Byxd  Scholarships; 
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j)  Payments  received  from  programs  funded  under  Tide  V  of  the  Older  Americans  Aa 

of  1965  [42  use  3056  (f)].  Examples  of  programs  under  this  aa  include  but  are  not 
limited  to:  Senior  Community  Services  Emplo^Tnent  Program  (CSEP),  National 
Caucus  Center  on  the  Black  Aged,  Nadonal  Urban  League,  Association  National  Pro 
Personas  Mayores,  National  Council  on  Aging,  American  Association  of  Ke  ■ 
Persons,  National  Council  on  Senior  Citizens,  and  Green  Thumb; 

k)  Payments  received  after  January  1,  1989  from  the  Agent  Orange  Settlement  Fund  or 

any  other  fund  established  in  the  In  Re  Oran§e  produCT  liability  litigation,  M.D.L.  No 
381  (E.D.N.Y.); 

1)  Payments  received  under  the  Maine  Indian  Claims  Settlement  Act  of  1980  [Pub.  L. 

96-420, 94  Stat.  1785]; 

m)  The  value  of  any  child  care  provided  or  arranged  (or  any  amount  received  as 
payment  for  such  care  or  reimbursement  for  costs  inairred  for  such  care)  under  the 
Child  Care  and  Development  Block  Grant  Act  of  1990  [42  USC.  9858q];  and 

n)  Earned  income  tax  credit  refund  payments  received  on  or  after  January  1,  1991  [26 

USC.  32  0)]. 

C.  Anticipating  Annual  Income  [24  CFR  5.609] 

If  it  is  not  feasible  to  anticipate  income  for  a  12-month  period,  the  Authority  may  use  the  annualized 
income  anticipated  for  a  shorter  period,  subject  to  an  Interim  Adjustment  at  the  end  of  the  shorter 
period  or  historical  income  data  to  project  income.  (This  method  would  be  used  for  teachers  who 
are  only  paid  for  9  months  or  for  tenants  receiving  unemployment  compensation.) 

D.  Income  of  Temporarily  or  Permanently  Absent  Family  Members 

1.  PHAs  must  include  all  income  of  every  family  member  who  is  on  the  lease  including  those 
who  are  temporarily  absent. 

2.  In  addition,  the  PHA  must  include  the  income  of  the  spouse  of  the  head  of  household  if 
that  person  is  temporarily  absent,  such  as  away  at  college  or  in  the  armed  forces. 

3.  The  income  of  permanently  absent  family  members  is  not  counted.  The  permanently  absent 
family  member  must  be  removed  from  the  Lease. 

4.  The  income  of  an  adult  child  is  not  usually  included  unless  the  adult  child  is  on  the  lease.  It 
may  then  be  included  under  some  circumstances. 

E.  Adjusted  Income  [24  CFR  5.611] 

Adjusted  Income  (the  income  upon  which  rent  is  based)  means  Annual  Income  less  the  following 
deduaions  and  exemptions. 

1.  For  all  families 
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a)  Child  Care  Expenses  —  A  deduction  of  amounts  anticipated  to  be  paid  by  the  family 
for  the  care  of  children  under  13  years  of  age  for  the  period  for  which  Annual 
Income  is  computed.  BUT  ONLY  when  such  care  is  necessary  to  enable  a  family 
member  to  be  gainfully  employed,  aaively  seek  employment,  or  to  further  his/her 
education.  '  counts  deducted  must  be  non-reimbursed  expenses  and  shall  not 
exceed: 

(1)  The  amount  of  income  earned  by  the  family  member  released  to  work;  or 

(2)  An  amount  determined  to  be  reasonable  by  SPTiA  when  the  expense  is 
incurred  to  permit  education. 

b)  Dependent  deduction  —  An  exemption  of  $480  for  each  member  of  the  family 
residing  in  the  household  (other  than  the  head  of  household,  or  spouse,  Live-in  Aide, 
or  foster  child)  who  is  under  eighteen  years  of  age  or  who  is  eighteen  years  of  age  or 
older  and  disabled,  or  a  full-time  student. 

c)  Disability  expenses  —  a  deduction  of  non-reimbursed  amounts  paid  for  attendant 
care  or  auxiliary  apparatus  expenses  for  family  members  with  disabilities  where  such 
expenses  are  necessary  to  permit  a  family  member (s),  including  the  disabled  member, 
to  be  employed.  In  no  event  may  the  amount  of  the  deduction  exceed  the 
employment  income  earned  by  the  family  member(s)  freed  to  work. 

(1)  Equipment  and  auxiliary  apparatus  may  include  but  are  not  limited  to: 
wheelchairs,  lifts,  reading  devices  for  the  visually  disabled,  and  equipment 
added  to  cars  and  vans  to  permit  their  use  by  the  disabled  family  member. 

(2)  For  non-elderly  families  and  elderly  families  without  medical  expenses:  the 
amount  of  the  deduction  equals  the  cost  of  all  non-reimbursed  expenses  for 
disabled  care  and  equipment  less  three  percent  of  Annual  Income,  provided 
the  amount  so  calculated  does  not  exceed  the  employment  income  earned. 

(3)  For  elderly/disabled  families  with  disability  assistance  expenses  and  medical 
expenses,  when  the  total  unreimbursed  disability  expense  is  equal  to  or  more 
than  three  percent  of  Annual  Income:  the  amount  of  the  deduction  equals 
the  cost  of  all  non-reimbursed  expenses  for  disabled  care  and  equipment  less 
three  percent  of  Annual  Income  (provided  the  amount  so  calculated  does  not 
exceed  the  employment  income  earned)  PLUS  medical  expenses  as  defined 
below. 

(4)  For  elderly/disabled  families  with  disability  assistance  expenses  and  medical 
expenses,  when  the  total  unreimbursed  disability  expense  is  less  than  three 
percent  of  Annual  Income:  the  total  unreimbursed  disability  assistance 
expense  is  compared  to  the  earnings  made  possible  by  the  disability 
assistance  expense;  the  lower  of  these  two  figures  is  then  added  to  the  total 
out-of-pocket  medical  expense,  and  then  three  percent  of  Annual  Income  is 
then  subtracted. 

2.  For  elderly  and  disabled  families  only: 
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a)  Medical  Expense  Deduction  —  A  deduction  of  non-reimbursed  Medical  Expenses, 
including  insurance  premiums,  anticipated  for  the  period  for  which  Annual  Income 
is  computed.  Medical  expenses  include  but  are  not  limited  to:  services  of  physicians 
and  other  health  care  professionals,  services  of  health  care  facilities,  insurance 
premiums  (including  the  cost  of  •>'  'icare),  prescription  and  non-prescription 
medicines  (non-prescription  medicines  must  be  prescribed  by  a  licensed  medical 
professional),  transportation  to  and  from  treatment,  dental  expenses,  eyeglasses, 
hearing  aids  and  batteries,  attendant  care  (unrelated  to  employment  of  family 
members),  and  payments  on  accumulated  medical  bills.  To  be  considered  by  SFHA 
for  the  purpose  of  determining  a  deduction  from  income  the  expenses  claimed  must 
be  verifiable. 

(1)  For  elderly  families  mdxM  disability  expenses:  The  amount  of  the  deduaion  shall 
equal  total  medical  expenses  less  three  percent  of  annual  income. 

(2)  For  elderly  families  widj  both  disability  and  medical  expenses:  the  amount  of  the 
deduction  is  calculated  as  described  in  paragraph  l.c)  above. 

b)  Elderly/disabled  household  exemption  -  An  exemption  of  $400  per  household,  see 
Definitions  in  the  next  section. 

F.         Imputed  Welfare  Income 

This  applies  to  "covered  families"'*  who  reside  in  public  housing.  A  family's  annual  income  includes 
the  amount  of  imputed  welfare  income'''  (because  of  a  specified  welfare  benefits  reduction),  plus  the 
total  amount  of  other  annual  income  as  determined  in  accordance  with  CFR  5.609. 

1.  Specified  welfare  benefit  reduction  is  a  reduction  of  welfare  benefits  by  the  welfare  agency, 
in  whole  or  in  part,  for  a  family  member,  as  determined  by  the  welfare  agency,  because  of: 

a)  Fraud  by  a  family  member  in  connection  with  the  welfare  program;  or 

b)  Because  of  welfare  agency  sanction  against  a  izmibf  member  for  noncompliance  with 
a  welfare  agency  requirement  to  participate  in  an  economic  self-sufficiency  program. 

2.  Therefore,  the  SFHA  shall  not  reduce  a  family's  rent  if  the  welfare  assistance  was  reduced 
due  to: 

a)  Fraud  by  a  family  member  in  connection  with  the  welfare  program;  or 

b)  Welfare  agency  sanction  against  a  family  member  for  noncompliance  uith  a  welfare 
agency  requirement  to  participate  in  an  economic  self-sufficiency  program. 


"Covered  families"  are  families  who  receive  welfare  assistance  under  a  program  for  which  Federal,  State  or  local 
law  requires  that  a  member  of  the  family  must  participate  in  an  economic  self-sufficiency  program  as  a 
condition  for  the  assistance. 
"  "Imputed  welfare  income"  is  the  amount  of  annual  income  not  actually  received  by  a  family,  as  a  result  of  a 
specified  welfare  benefit  reduction,  that  is  nonetheless  included  in  the  family's  annual  income  for  purposes  of 
determining  rent. 
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Specified  welfare  benefit  reduction  does  not  include  a  reduaion  or  termination  of  welfare 
benefits  by  the  welfare  agency: 

a)  At  expiration  of  a  lifetime  or  other  time  limit  on  the  payment  of  welfare  benefits; 

b)  Because  a  family  member  is  not  able  to  obtain  employment,  ^  though  the  family 
member  has  complied  'w.ith  welfare  agency  economic  selt-sufficiency  or  work 
activities  requirements;  or 

c)  Because  a  family  member  has  not  complied  with  other  welfare  agency  requirements. 

At  the  request  of  the  SFHA,  the  welfare  agency  will  inform  SFHA  in  writing  of  the  amount 
and  term  of  any  specified  welfare  benefit  reduaion  for  a  family  member,  and  the  reason  for 
such  reduction,  and  will  also  inform  SFHA  of  any  subsequent  changes  in  the  term  or 
amount  of  such  specified  welfare  benefit  reduction.  SFHA  will  use  this  information  to 
determine  the  amount  of  imputed  welfare  income  for  a  family. 

a).  The  amount  of  the  imputed  welfare  income  is  offset  by  the  amount  of  additional 
income  a  family  receives  that  commences  after  the  time  the  sanction  was  imposed. 

b)  When  such  additional  income  from  other  sources  is  at  least  equal  to  the  imputed 
welfare  income,  the  imputed  welfare  income  is  reduced  to  zero. 

c)  SFHA  shall  not  include  imputed  welfare  income  in  annual  income  if  the  family  was 
not  an  assisted  resident  at  the  time  of  the  sanction. 

d)  If  a  public  housing  tenant  claims  that  the  SFHA  has  not  correctly  calculated  the 
amount  of  imputed  welfare  income  in  accordance  with  HUD  requirements,  and  if 
the  SFHA  denies  the  family's  request  to  modify  such  amount,  SFHA  shall  give  the 
tenant  written  notice  of  such  denial,  with  a  brief  explanation  of  the  SFHA 
determination  of  the  amount  of  imputed  welfare  income. 

e)  The  SFHA  notice  shall  also  state  that  if  the  tenant  does  not  agree  with  the  SFHA 
determination,  the  tenant  may  request  a  grievance  hearing  in  accordance  with  the 
SFHA  Grieiance  Policy. 

Computing  Total  Tenant  Payment  (TTP)  and  Rent 

For  all  families  the  total  tenant  payment  shall  be  the  greater  of: 

a)  30%  of  monthly  Adjusted  Income; 

b)  10%  of  unadjusted  monthly  Annual  Income;  or 

c)  (SFHA's  minimum  rent  of  $25) 

Mixed  citizenship  families  (household  contains  at  least  one  citizen  or  eligible  immigrant  and 
at  least  one  non-citizen  or  person  with  ineligible  immigration  status)  will  pay  a  pro-rated 
TTP  up  to  the  HUD  Maximum  Rent  unless  the  family  chooses  to  pay  flat  rent.  The  SFHA 
flat  rent  will  be  higher  than  the  HUD  Maximum  Ret.  See  Restrictions  on  Housing  Assistance  to 
Non-Citizens  Policy  (Appendix  A). 
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3.  The  Tenant  Rent  is  equal  to  the  Total  Tenant  Pa\Tnent  minus  the  Utility  Allowance  (if  any) 

applicable  to  the  unit.  If  the  Utility  Allowance  is  greater  than  the  Total  Tenant  Payment,  the 
resident  is  entitled  to  a  utility  reimbursement  equal  to  the  difference  between  the  Utility 
Allowance  and  the  TTP.  The  SFHA  will  pay  this  amount  to  the  resident. 

XIV.  Definitions  of  Terms  Used  in  This  Statement  of  Poucies 

A.         Definitions 

1.  Accessible dizellmgimks  -  when  used  with  respect  to  the  design,  construction  or  alteration  of  an 
individual  dwelling  unit,  means  that  the  unit  is  located  on  an  accessible  route  and  when 
designed,  construaed,  altered,  or  adapted  can  be  approached,  entered,  and  used  by 
individuals  with  physical  disabilities.  A  unit  that  is  on  an  accessible  route  and  is  adaptable 
and  otherwise  in  compliance  with  the  standards  set  forth  in  [24  CFR  8.32  &  40,  the  Uniform 
Federal  Accessibility  Standards]  is  "accessible"  within  the  meaning  of  this  paragraph.  When  an 
individual  dwelling  unit  in  an  existing  facility  is  being  made  accessible  for  use  by  a  specific 
individual,  the  unit  will  be  deemed  accessible  when  it  meets  the  standards  that  address  the 
impairment  of  that  individual. 

2.  Accessible  Facility ^  means  all  or  any  portion  of  a  facility  other  than  an  indi\idual  dwelling  unit 
used  by  individuals  with  physical  disabilities  [24  CFR  8.3]. 

3.  Accessible  Route  -  for  persons  uith  a  mobility  impairment,  a  continuous  unobstruaed  path 
that  complies  with  space  and  reach  requirements  of  the  Uniform  Federal  Accessibility 
Standards.  For  persons  with  hearing  or  vision  impairments,  the  route  need  not  comply  with 
requirements  specific  to  mobility  [24  CFR  8.3  &  40.3.5]. 

4.  Adaptability  -  the  ability  to  change  certain  elements  in  a  dwelling  unit  to  accommodate  the 
needs  of  disabled  and  non-disabled  persons;  or  ability  to  meet  the  needs  of  persons  with 
different  types  &  degrees  of  disability  [24  CFR  8.3  &  40.3.5]. 

5.  Admissions  Advisory  Committee  -  a  committee  formed  by  a  development's  Resident 
Management  Council  or  Local  Advisory  Council  which  assists  the  Eligibllit)'  Department  in 
the  admissions  process.  They  may  interview  and  review  applicants  to  SFHA  developments 
but  they  may  not  ask  questions  already  posed  by  the  Ehgibility  Department.  The  committee 
shall  consist  of  residents  from  the  development,  the  development  Housing  Manager  and 
personnel  from  the  Eligibiliry  Department. 

6.  Allocation  Plan  -  the  Plan  submitted  by  the  SFHA  and  approved  by  HUD  under  which  the 
SFHA  is  permitted  to  designate  a  building  or  portion  of  a  buQding  for  occupancy  by  Elderly 
Families  or  Disabled  Families.  [24  CFR  945] 

7.  Alteration  -  any  change  in  a  facility  or  its  permanent  fixtures  or  equipment.  It  does  not 
Include:  normal  maintenance  or  repairs,  re-roofing,  interior  decoration  or  changes  to 
mechanical  systems.  [24  CFR  8.3  &  8.23  (b)] 

8.  Applicant  -  a  person  or  a  family  that  has  applied  for  admission  to  housing. 
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9.  Area  of  Operation  -  the  jurisdiCTion  of  the  SFHA  as  described  in  State  law  and  the  SFH.^.'s 
Ardcles  of  Incorporation. 

10.  Assets  -  means  "cash  (including  checking  accounts),  stocks,  bonds,  savings,  equity  in  real 
property,  or  the  cash  value  of  life  insurance  policies.  Assets  do  not  include  the  value  of 
personal  property  such  as  furmture,  automobiles  and  household  effects."  IMPORTANT: 
See  the  definition  of  Net  Family  Assets,  for  assets  used  to  compute  annual  income  [24  CFR 
5.603]. 

11.  Auxiliary  Aids  -  means  services  or  devices  that  enable  persons  with  impaired  sensory, 
manual,  or  speaking  skills  to  have  an  equal  opportunity  to  participate  in  and  enjoy  the 
benefits  of  programs  or  activities  [24  CFR  8.3]. 

12.  Care  attendant  -  a  person  that  regularly  visits  the  unit  of  a  SFHA  resident  to  provide 
supportive  or  medical  services.  Care  attendants  have  their  own  place  of  residence  (and  if 
requested  by  SFHA  must  demonstrate  separate  residence)  and  do  not  live  in  the  public 
housing  unit.  Care  attendants  have  no  rights  of  tenancy. 

13.  Citizen  -  a  citizen  (by  birth  or  naturalization)  or  national  of  the  United  States  [24  Cm  5.504]. 

14.  Co-!xad  of  household  -  a  household  where  two  persons  are  held  responsible  and  accountable  for 
the  family. 

15.  Continued  Assistance  -  a  mixed  family  may  receive  continued  housing  assistance  (full  housing 
benefits  instead  of  pro-rated  rent)  if:  the  head  of  household  or  spouse  has  citizenship  or 
eligible  immigration  status  (as  of  November  29,  1996),  and  the  family  composition  consists 
of:  the  children  of  the  head  of  household  and/or  spouse  and  the  parents  of  head  of 
household  and/or  spouse  [24  CFR  5.518]. 

16.  Dependent  -  a  member  of  the  household,  other  than  head,  spouse,  sole  member,  foster  ctuld, 
or  Live-in  Aide,  who  is  under  18  years  of  age,  or  18  years  of  age  or  older  and  disabled  or  a 
full-time  student  [24  CFR  5.603]. 

17.  Desiffiated  Family  -  means  the  category  of  family  for  whom  SFHA  elects  to  designate  a  project 
(e.g.  elderly  family  in  a  projea  designated  for  elderly  families)  in  accordance  with  the  1992 
Housing  Aa  [24  CFR  945.105]. 

18.  DesigToted  Housing  (or  designated  project)  -  a  project(s),  or  portion  of  a  proiect(s)  designated 
for  elderly  only  or  for  disabled  families  only  in  accordance  with  a  FIUD  approved  allocation 
plan  [24  CFR  945. 105]. 

19.  Development,  Section  504  -  means  the  whole  of  one  or  more  residential  structures  & 
appurtenant  structures,  equipment,  roads,  walks,  &  parking  lots  which  are  covered  by  a 
single  contraa  for  Federal  financial  assistance  or  appKcauon  for  assistance,  or  are  treated  as 
a  whole  for  processing  purposes,  whether  or  not  located  on  a  common  site  [24  CFR  8.3]. 

20.  Disability. 
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a)  "Inability  to  engage  in  any  substantial  gainful  activity  by  reason  of  any  medically 
determinable  physical  or  mental  impairment  which  can  be  expeaed  to  result  in  death 
or  which  has  lasted  or  can  be  expected  to  last  for  a  continuous  period  of  not  less 
than  12  months;  or 

b)  In  the  case  of  an  individual  who  has  attained  .  ■  age  of  55  and  is  blind  (within  the 
meaning  of  "blindness"  as  defme  in  section  415(i)(l)  of  42  U.S.C.  Section  423 
(d)(1)(A)),  inability  by  reason  of  such  blindness  to  engage  in  substantial  gainful 
activity  requiring  skills  or  ability  comparable  to  those  of  any  gainful  activity  in  which 
he  has  previously  engaged  with  some  regularity  and  over  a  substantial  period  of 
time." 

c)  The  Developmental  Disabilities  Assistance  and  Bill  of  Rights  Act  (42  U.S.C.  6001  (8)) 
defines  developmental  disability  in  functional  terms  as: 

(1)         A  severe,  chronic  disability  of  a  person  5  years  of  age  or  older  which: 

i.  Is  attributable  to  a  mental  or  physical  impairment  or  combination  of 

mental  and  physical  impairments: 

ii.  Is  manifested  before  the  person  attains  age  twenty-two; 

iii.         Is  likely  to  continue  indefinitely; 

iv.  Results  in  substantial  functional  limitations  in  three  or  more  of  the 
following  areas  of  major  life  activity:  (i)  self-care,  (ii)  receptive  and 
responsive  language,  (iii)  learning,  (iv)  mobility,  (v)  self-direction,  (vi) 
capacity  for  independent  living,  and  (vii)  economic  self-sufficiency; 
and 

V,  RefleCTs  the  person's  need  for  a  combination  and  sequence  of  special, 

interdisciplinary,  or  generic  care,  treatment,  or  other  services  which 
are  of  lifelong  or  extended  duration  and  are  individually  planned  and 
coordinated;  except  that  such  term,  when  applied  to  infants  and 
young  children,  means  individuals  from  birth  to  age  5,  inclusive,  who 
have  substantial  developmental  delay  or  specific  congenital  or 
acquired  conditions  with  a  high  probability  of  resulting  in 
development  disabilities  if  services  are  not  provided." 

21.  Disabled  Family  -  means  a  family  whose  head,  spouse,  or  sole  member  is  a  person  with 
disabilities;  or  two  or  more  persons  with  disabilities  living  together;  or  one  or  more  persons 
with  disabilities  living  with  one  or  more  live-in  aides  [24  CFR  5.403(b)]. 

22.  Displaced  Person  -  means  a  family  in  which  each  member,  or  whose  sole  member  is  a  person 
displaced  by  governmental  action,  or  a  person  whose  dwelling  has  been  extensively  damaged 
or  destroyed  as  a  result  of  a  disaster  declared  or  otherwise  formally  recognized  pursuant  to 
Federal  disaster  relief  laws.  For  purposes  of  redevelopment  activities,  a  family  may  also  be 
displaced  as  defined  in  the  Uniform  Relocation  Act.  Such  families  have  been  displaced  if 
they  have  been  required  to  permanendy  move  from  real  property  for  the  rehabilitation  or 
demolition  of  such  real  property.  These  families  may  be  entided  to  special  benefits  under  the 
Uniform  Relocation  Act  [49  CFR  24.2  (g)]. 
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23.  Drjsstinnv  Income  -  imputed  income  from  assets  disposed  of  by  applicant  or  resident  in  the 
last  two  years  at  less  than  fair  market  value.  (See  the  definition  of  Net  Family  Assets  in  this 
section.) 

24.  Econaruc  Self  Sufficiency  Pwgranv_Any  program  designed  to  encourage,  assist,  trair'  -  •-  facilitate 
economic  independence  of  assisted  families  or  to  provide  work  for  such  tainilies.  Can 
include:  job  training;  employment  counseling;  basic  skills  training;  education;  English 
proficiency;  workfare,  financial  or  household  management;  apprenticeship;  or  any  other 
program  necessary  to  ready  a  participant  to  work  (such  as  substance  abuse  or  mental  health 
treatment). 

25.  Elderly  Family  -  means  a  family  whose  head,  spouse,  or  sole  member  is  a  person  who  is  at 
least  62  years  of  age;  or  two  or  more  persons  who  are  at  least  62  years  of  age  living  together; 
or  one  or  more  persons  who  are  at  least  62  years  of  age  living  with  one  or  more  live-in  aides. 

26.  Elderly  Person  -  a  person  who  is  at  least  62  years  of  age  [24  CFR  945.105]. 

27.  Eligible  Immi^ation  Status  -  For  non-citizens,  the  proof  of  eligible  immigration  status  consists 
of  a  signed  certification  of  eligible  immigration  status  and  the  original  copy  of  an  acceptable 
INS  document.  Examples:  Alien  Registration  Receipt  Card  (for  permanent  resident  aliens), 
Arrival-Departure  Record,  Temporary  Resident  Card,  Employment  Authorization  Card,  or  a 
receipt  from  INS  for  a  replacement  docniment  for  one  of  the  above  listed  categories  [24  CFR 
5.508]. 

28.  Extremely  Low  Income  Family  -  a  family  whose  annual  income  does  not  exceed  30%  of  the 
median  income  for  the  area  as  determined  by  HUD  with  adjustments  for  smaller  and  larger 
families  [24  CFR5.603]. 

29.  Family  -  One  or  more  persons  (with  or  without  children)  regularly  living  together,  related  by 
blood,  marriage,  adoption,  guardianship  or  operation  of  the  law  who  will  live  together  in 
SFHA  housing.  Or  two  or  more  person  who  are  not  so  related,  but  can  verify  shared  income 
or  resources  who  will  live  together  in  SFHA  housing.  This  definition  includes  but  is  not 
limited  to: 

a)  A  family  with  or  without  children  (the  temporary  absence  of  a  child  from  the  home 
due  to  placement  in  foster  care  shall  not  be  considered  in  determining  family 
composition  and  family  size); 

b)  An  elderly  family, 

c)  A  near-elderly  family; 

d)  A  disabled  family; 

e)  A  displaced  family; 

f)  The  remaining  member  of  a  tenant  family;  and 

g)  A  single  person  who  is  not  an  elderly  or  displaced  person  with  disabilities,  or  the 
remaining  member  of  a  tenant  family  [24  CFR  5.403  (b)]. 
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30.  Full-Tvne  Student  -  a  person  who  is  carrying  a  subject  load  that  is  considered  full-time  for  day 
students  under  the  standards  and  practices  of  the  educational  institution  attended. 
Educational  institution  shall  include  but  not  be  limited  to:  college,  university,  secondary 
school,  vocational  school,  or  trade  school  [24  CFR  5.603]. 

31.  Hate  Crima  a  criminal  act  in  which  hostility  or  negative  attitude  toward,  or  prejudice 
against,  any  group  or  individual  due  to  race,  color,  ethnicity/national  origin,  religion, 
gender,  sexual  orientation,  or  handicap  is  the  motivating  factor,  (see  Section  VIII  for 
more  details) 

32.  Head  of  tlx  Household  -  means  the  family  member  identified  by  the  family)  who  is  held 
responsible  and  accountable  for  the  family. 

33.  Impitted  Welfare  Income  -  the  amoimt  of  annual  income  not  actually  received  by  a  family,  as  a 
result  of  a  specified  welfare  benefit  reduction,  that  is  nonetheless  included  in  the  family's 
annual  income  for  purposes  of  determining  rent  [24  CFR  5.6159(c)(1)]. 

34.  Individual  witlo  Disabilities  Sedan  504  Definition  [24  CFR  8.3]  -  The  Section  504  definitions  of 
Individual  with  Disabilities  and  Qualified  Individual  with  disabilities  are  not  the  definitions 
used  to  determine  program  eligibility.  Instead,  use  the  definition  of  person  with  disabilities  as 
defined  later  in  this  section.  Note:  the  Section  504,  Fair  Housing,  and  Americans  with 
Disabilities  Act  (ADA)  definitions  are  similar.  ADA  uses  the  term  "individual  with  a 
disability." 

a)  Individual  with  disabilities  means  any  person  who  has  a  physical  or  mental 
impairment  that: 

(1)  Substantially  limits  one  or  more  major  life  activities; 

(2)  Has  a  record  of  such  an  impairment;  or 

(3)  Is  regarded  as  having  such  an  impairment. 

b)  For  purposes  of  housing  programs,  the  term  does  not  include  any  individual  who  is 
an  alcoholic  or  drug  abuser  whose  current  use  of  alcohol  or  drugs  prevents  the 
individual  from  participating  in  the  program  or  activity  in  question,  or  whose 
participation,  by  reason  of  such  current  alcohol  or  drug  abuse,  would  constitute  a 
direct  threat  to  property  or  the  safety  of  others. 

c)  Definitional  elements: 

(1)  As  used  in  this  definition  the  phrase,  "physical  or  mental  impairment"  means 
any  physiological  disorder  or  condition,  cosmetic  disfigurement,  or 
anatomical  loss  affecting  one  or  more  of  the  foUouing  body  systems: 
Neurological;  musculoskeletal;  special  sense  organs;  respiratory,  including 
speech  organs;  cardiovascular,  reproductive;  digestive;  genitourinary,  hemic 
and  lymphatic;  skin;  and  endocrine;  or 
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(2)  Any  mental  or  ps)''chological  disorder,  such  as  mental  retardation,  organic 
brain  syndrome,  emotional  or  mental  illness,  and  specific  learning  disabilities. 
The  term  "physical  or  mental  impairment"  includes,  but  is  not  limited  to, 
such  diseases  and  conditions  as  orthopedic,  visual,  speech  and  hearing 
impairments,  cerebral  '-•  '-v,  autism,  epilepsy,  muscular  dystrophy,  multiple 
sclerosis,  cancer,  heart  cusease,  diabetes,  mental  retardation,  emotional  illness, 
drug  addiction  and  alcoholism. 

(3)  "Major  life  activities"  means  functions  such  as  caring  for  one's  self, 
performing  manual  tasks,  walking,  seeing,  hearing,  speaking,  breathing, 
learning  and  working. 

(4)  "Has  a  record  of  such  an  impairment"  means  has  a  history  of,  or  has  been 
incorrectly  classified  as  having,  a  mental  or  physical  impairment  that 
substantially  limits  one  or  more  major  life  activities. 

(5)  "Is  regarded  as  having  an  impairment"  means: 

i)  Has  a  physical  or  mental  impairment  that  does  not  substantially  limit 

one  or  more  major  life  activities  but  that  is  treated  by  a  recipient  as 
constituting  such  a  limitation.'* 

ii)  Has  a  physical  or  mental  impairment  that  substantially  limits  one  or 

more  major  life  activities  only  as  result  of  the  attitudes  of  others 
toward  such  impairment;  or 

iii)         Has  none  of  the  impairments  defined  in  this  section  but  is  treated  by 
a  recipient  as  having  such  an  impairment. 

d)  The  504  definition  of  disabled  does  not  include  homosexualit}',  bisexuality,  or 
transvestitism.  Note:  These  charaaeristics  do  not  disqualify  an  otherwise  disabled 
applicant/resident  from  being  covered. 

e)  The  504  definition  of  individual  with  disabilities  is  a  civil  rights  definition.  To  be 
consider  for  admission  to  public  housing  a  person  must  meet  the  program  definition 
of  person  with  disabilities  found  in  this  section. 

35.  Kinship  care  -  an  arrangement  in  which  a  relative  or  non-relative  becomes  the  primary 
caregiver  for  a  child  or  children  but  is  not  the  biological  parent  of  the  child  or  children.  The 
primary  caregiver  need  not  have  legal  custody  of  such  child  or  children  to  be  a  kinship 
caregiver  under  this  definition.  (Definition  provided  by  the  Kinship  Care  Project,  National 
Association  for  Public  Interest  Law). 


A  person  would  be  covered  under  the  fu'St  item  if  the  SFHA  refused  to  serve  the  person  because  of  a  perceived 
impairment  and  thus  "treats"  the  person  in  accordance  with  this  perception.  The  last  two  items  cover  persons 
who  are  denied  the  services  or  benefits  of  the  SFHA's  housing  program  because  of  myths,  fears,  and  stereotypes 
associated  with  the  disability  or  perceived  disability. 
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36.  Lzve-m  Aide  -  a  person  who  resides  ■with  an  elderly  person(s)  or  person(s)  wdi  disabilities  and 
who:  is  determined  by  SFHA  to  be  essential  to  the  care  and  well  being  of  the  person(s);  is 
not  obligated  to  support  the  family  member,  would  not  be  living  in  the  unit  except  to 
provide  the  necessary  supportive  services;  and  submits  verification  of  qualifications  or 
certification  as  a  live-in  aide  by  a  social  worker  or  health  care  pro'-ider  [24  CFR  5.403]. 

The  SFHA  policy  on  live-in  aides  stipulates  that: 

a)  Before  a  live-in  aide  may  be  moved  into  a  unit,  a  third-party  verification  must  be 
supplied  that  establishes  the  need  for  such  care  and  the  fact  that  the  person  cared  for 
will  be  able  to  remain  in  the  unit  and  comply  with  the  lease  terms  as  the  result  of 
such  care; 

b)  Move-in  of  a  live-in  aide  must  not  result  in  overcrowding  of  the  existing  unit 
(although,  a  reasonable  accommodation  for  a  resident  with  a  disability  may  be  to 
move  the  family  to  a  larger  unit); 

c)  Live-in  aides  have  no  right  to  the  unit  as  a  remaining  member  of  a  resident  family, 

d)  Relatives  who  satisfy  the  deflmtions  and  stipulations  above  may  qualify  as  a  Live-in 
Aide  but  only  if  they  sign  a  statement  prior  to  moving  in  relinquishing  all  rights  to 
the  unit  as  the  remaining  member  of  a  resident  family. 

e)  A  live-in  aide  can  be  a  single  person.  A  live-in  aide  with  a  family  may  also  be 
considered  for  admission  to  the  unit  provided  that  the  addition  of  the  Live-in  Aide's 
family  does  not  result  in  overcrowding  of  the  existing  unit.  The  adult  members  of 
the  live-in  aide's  family  must  meet  the  SFHA's  screening  criteria. 

Q  A  live-in  aide  will  be  required  to  meet  the  SH^A's  screening  requirements  with 

respect  to  past  behavior  especially: 

(1)  A  record  of  disturbance  of  neighbors,  destruaion  of  property,  or  living  or 
housekeeping  habits  at  present  or  prior  residences  which  may  adversely 
affect  the  health,  safety,  or  welfare  of  other  tenants  or  neighbors; 

(2)  Criminal  activity  such  as  crimes  of  physical  violence  to  persons  or  property 
and  other  criminal  acts  including  drug-related  criminal  acti\ity  which  would 
adversely  affect  the  health,  safety,  or  welfare  of  other  residents  or  staff  or 
cause  damage  to  the  unit  or  the  development;  and 

(3)  A  record  of  eviction  from  housing  or  termination  from  residential  programs. 

37.  Low-Income  Household  -  a  family  whose  annual  income  does  not  exceed  80  percent  of  the 
median  income  for  the  area  as  determined  by  HUD  uith  adjustments  for  smaller  and  larger 
families  [24  CFR  5.603]. 

38.  Medical  Expense  Allouance  -  for  purposes  of  calculating  adjusted  income  for  elderly  or  disabled 
families  only,  medical  expenses  mean  the  medical  expense  in  excess  of  3%  of  Annual 
Income,  when  these  expenses  are  not  compensated  for  or  covered  by  insurance  [24  CFR 
5.603]. 
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39.  Minor  -  A  minor  is  a  person  less  than  18  years  of  age.  An  unborn  child  -^^ill  not  be  considered 
as  a  minor.  (See  definition  of  dependent.)  Some  minors  are  permitted  to  execute  contracts, 
such  as  the  SFHA  Residential  Lease  Agreement  and  Contraa  (Appendix  D),  provided  a  court 
declares  them  "emancipated." 

40.  Mitigating  Ctraonstances  Review  Board  -  this  board  reviews  the  cases  of  applicants  who  refuC' 
negative  information  that  likely  will  result  in  the  rejection  of  their  application  for  housing. 
The  board  consists  of  one  (1)  Eligibility  Department  staff,  one  Housing  Manager  from  a 
SFHA  development  and  one  (1)  resident  as  determined  by  the  Administrative  Director  of 
the  SFHA's  Eligibility  Department.  Resident  Mitigating  Circumstances  Review  Board 
members  will  be  held  to  the  same  ethical  and  privacy  standards  as  SFHA  employees  and  are 
subject  to  applicable  fair  housing  laws.  The  recommendations  of  a  Mitigating  Circumstances 
Review  Board  are  advisory  and  in  all  cases  the  final  decision  regarding  admission  to  the 
SFHA  shall  be  with  the  Administrative  Direaor  of  the  Eligibility  Department. 

41.  Mixed  Family  -  a  family  whose  members  mclude  those  with  citizenship  or  eligible 
immigration  status,  and  those  without  citizenship  or  eligible  immigration  status.  Mixed 
families  are  eligible  for  housing  assistance  based  on  a  pro-rated  rent  [24  CFR  5.504]. 

42.  Mixed  Population  Housing  Development  -  means  a  public  housing  development  for  elderly  and 
disabled  families.  The  SFHA  is  not  required  to  designate  this  type  of  project  under  24  CFR 
945  or  prepare  an  allocation  plan  [24  CFR  945.105]. 

43.  Multifanuty  Housing Deudopment  -  for  purposes  of  Section  504,  means  a  projea  containing  Eve 
or  more  dwelling  units  [24  CFR  8.3]. 

44.  National  -  person  who  owes  permanent  allegiance  to  the  United  States,  for  example,  as  a 
result  of  birth  in  a  United  States  territory  or  possession  [24  CFR  5.504]. 

45.  Near-elderiy  Family  -  means  a  family  whose  head,  spouse,  or  sole  member  is  at  least  50  years  of 
age  but  below  the  age  of  62,  who  may  be  a  person  with  disabilities;  or  two  or  more  persons 
who  are  at  least  50  years  of  age  but  below  the  age  of  62  living  together,  or  one  or  more 
persons  who  are  at  least  50  years  of  age  but  below  the  age  of  62  living  with  one  or  more  live- 
in  aides. 

46.  Near-elderly  Person  -  means  a  person  who  is  at  least  50  years  of  age  but  below  62,  who  may  be 
a  person  with  a  disability  [24  CFR  945.105]. 

47.  Net  Family  Assets  [24  CFR  5.603  and  24  CFR  5.609]  -  the  net  cash  value,  after  deducting 
reasonable  costs  that  would  be  incurred  in  disposing  of: 

a)  Real  property  (land,  houses,  mobile  homes); 

b)  Savings  (CDs,  IRA  or  KEOGH  accounts,  checking  and  savings  accounts,  precious 

metals); 

c)  Cash  value  of  whole  life  insurance  policies; 

d)  Stocks  and  bonds  (mutual  funds,  corporate  bonds,  savings  bonds); 

e)  Other  forms  of  capital  investments  (business  equipment); 
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f)  Net  cash  value  is  determined  by  subtracting  the  reasonable  costs  likely  to  be  incurred 
in  selling  or  disposing  of  an  asset  from  the  market  value  of  the  asset.  Examples  of 
such  costs  are:  brokerage  or  legal  fees,  settlement  costs  for  real  property,  or  penalties 
for  withdrawing  saving  funds  before  maturity; 

g)  Net  Family  a5^,'— ■■  also  include  the  amount  in  excess  of  any  consideration  received  for 
assets  disposed  of  by  an  applicant  or  resident  for  less  than  fair  market  value  during 
the  two  years  preceding  the  date  of  the  initial  application  or  re-examination.  This 
does  not  apply  to  assets  transferred  as  the  result  of  a  foreclosure  or  bankruptcy  sale; 
and 

h)  The  case   of  a  disposition   as  part  of  a  separation   or  divorce  settlement,  the 

disposition  will  not  be  considered  to  be  less  than  fair  market  value  if  the  applicant  or 
resident  receives  important  considerations  not  measurable  in  dollar  terms  [24  CFR 
5.603]. 

48.  Permanently  Absent  -  An  Individual  shall  be  deemed  permanently  absent  if  s/he  is  gone  from 
the  unit  for  more  than  90  total  days  in  any  12-month  period.  An  individual  may  be  deemed 
temporarily  absent  for  longer  than  90  total  days  In  a  12-month  period  only  for  the  following 
reasons: 

a)  s/he  is  residing  in  a  nursing  or  care  facility  for  the  recovery  of  a  physical  or  mental 
illness  -  a  letter  from  the  attending  physician  must  be  provided  stating  that  the 
individual  is  anticipated  to  return  to  her/his  unit  within  no  more  than  6  months 
from  the  first  day  of  absence  from  the  unit. 

b)  s/he  is  in  another  city/state/county  to  take  care  of  an  immediate  family  member 
with  a  serious  medical  or  mental  illness  -  a  letter  from  the  attending  physician  a  letter 
from  the  attending  physician  must  be  provided  stating  that  the  immediate  family 
member  is  anticipated  to  recover  or  no  longer  need  assistance  within  no  more  than  6 
months  from  the  first  day  of  the  individual's  absence  from  the  unit. 

49.  Personwith Disabilities  [24  SFR  945.105]  -  a  person  who: 

a)  Has  a  disability  as  defined  in  Section  223  of  the  Social  Security  Ka.  (42  USC.  423); 
or, 

b)  Is  determined  to  have  a  physical  or  mental  impairment  that: 

(1)  Is  expected  to  be  of  long  continued  and  indefinite  duration; 

(2)  Substantially  impedes  his/her  ability  to  live  independently;  and, 

(3)  Is  of  such  nature  that  such  disability  could  be  improved  by  more  suitable 
housing  conditions;  or, 

c)  Has  a  developmental  disability  as  defined  in  Section  102  (5)  (b)  of  the 
Developmental  Disabilities  Assistance  and  Bill  of  Rights  Act  [42  USC.  6001  (5)]. 

50.  Pardon  of  Development  -  includes,  one  or  more  buildings  in  a  multi-building  project;  one  or 
more  floors  of  a  project  or  projects;  a  certain  number  of  dwelling  units  in  a  project  or 
projects  [24  CFR  945.105]. 
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51.  Pro-rated  Rent  -  Calculated  by  subtracting  the  Total  Tenant  Payment  (TTP)  from  the 
Maximum  Rent.  The  result  is  the  family  maximum  subsidy.  Divide  the  family  maximum 
subsidy  by  the  number  of  household  members.  This  is  the  member  maximum  subsidy. 
Multiply  the  member  maximum  subsidy  by  the  number  of  family  members  with  citizenship 
or  eligible  immigration  status.  This  is  the  eligible  •subsidy.  Subtract  the  eligible  subsidy  from 
the  maximum  rent  to  amve  at  the  family's  rent  l-  CFR  5.520].  See  Restnctiorts  on  Assistance  to 
Non-Citizens  Policy,  (Appendix  A). 

52.  Qiolified  Individual  with  Disabilities,  Section  504  -  with  respect  to  any  non-employment  program 
or  activity  which  requires  a  person  to  perform  a  service  or  to  achieve  a  level  of 
accomplishment,  means  an  individual  with  disabilities  who  msts  the  essential  eli^bility 
requirements  and  who  can  achieve  the  purpose  of  the  program  or  activity  without  modifications  in 
the  program  or  activity  that  the  recipient  (SFHA)  can  demonstrate  would  result  in  a 
fundamental  alteration  in  its  nature.  [24  CFR  8.3] 

For  example,  a  chronically  mentally  ill  person  whose  particular  condition  poses  a 
significant  risk  of  substantial  interference  with  the  safety  or  enjoyment  of  others  or 
with  his  or  her  own  health  or  safety  in  the  absence  of  necessary  supportive  services 
may  be  "qualified"  for  occupancy  in  a  project  where  such  supportive  services  are 
provided  by  the  recipient  as  a  part  of  the  assisted  program.  The  person  may  not  be 
"qualified"  for  a  project  lacking  such  services. 

53.  Service  Provider  -  means  a  person  or  organization  qualified  and  experienced  in  the  provision  of 
supportive  services,  and  that  is  in  compliance  with  any  licensing  requirements  imposed  by 
State  or  localjaw  for  the  type  of  service  or  services  to  be  provided.  The  service  provider  may 
provide  the  service  on  either  a  for-profit  or  not-for-profit  basis.  [24  CFR  945.105] 

54.  Sin^  Person  -  means  a  person  who  lives  alone  or  intends  to  live  alone,  who  is  not  an  elderly 
person,  a  person  with  disabilities,  a  displaced  person,  a  near-elderly  person,  or  the  remaining 
member  of  a  tenant  family. 

55.  Standard  Pemwnent ReplacerrBTt  Housing  [24  CFR  950.305(a)(2)]  -  such  housing  is: 

a)  Decent,  safe,  and  sanitary, 

b)  Adequate  for  the  family  size; 

c)  Occupied  pursuant  to  a  lease  or  occupancy  agreement;  and 

d)  Does  not  include  a  transient  facility  such  as  a  motel,  hotel,  or  temporary  shelter  for 
victims  of  domesdc  violence  or  homeless  families.  In  the  case  of  domestic  violence, 
the  term  does  not  include  the  housing  unit,  which  the  applicant,  applicant's  spouse, 
or  other  member  shared  with  the  person  who  engaged  in  the  violence. 

56.  Spouse  -  means  the  husband  or  wife  of  the  head  of  the  household. 
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57.  Supportirje  Senkes  -  means  services  available  to  persons  residing  in  a  development,  requested 
by  disabled  families  and  for  which  there  is  a  need.  The  term  may  include,  but  is  not  limited 
to,  meal  services,  health-related  services,  mental  health  services,  services  for  non-medical 
counseling,  meals,  transportation,  activities  of  daily  living,  safer/,  group  and  socialization 
activities,  assistance  with  medications  (in  accordance  with  Stat'  law),  case  management,  and 
personal  emergency.  [24  CFR  945.105] 

58.  Supportive  Services  Plan  -  The  plan  describing  how  SFHA  will  provide  or  arrange  for  the 
provision  of  the  appropriate  supportive  services  requested  by  the  disabled  families  who  will 
occupy  the  designated  housing  and  who  have  expressed  a  need  for  these  services.  [24  CFR 
945.205(b)] 

59.  Temporarily  Absent  -  An  individual  shall  be  deemed  temporarily  absent  if  s/he  is  gone  from 
the  unit  for  more  than  30  consecutive  days  but  less  than  90  total  days  in  any  12-month 
period.  The  family  member  must  notify  the  Property  Office  of  any  absence  that  will  be  for 
longer  than  30  consecutive  days. 

60.  Tenant  -  an  adult  (18  or  over  or  a  court  declared  emancipated  minor)  who  has  signed  the 
lease. 

61.  Tenant  Rent  -  The  amount  payable  monthly  by  the  Family  as  rent  to  the  SFHA.  Where  all 
utilities  (except  telephone)  and  other  essential  housing  services  are  supplied  by  the  Authority, 
Tenant  Rent  equals  Total  Tenant  Payment.  Where  some  or  all  utilities  (except  telephone) 
and  other  essential  housing  services  are  not  supplied  by  the  SFHA  and  the  cost  thereof  is 
not  included  in  the  amount  paid  as  rent,  Tenant  Rent  equals  Total  Tenant  Payment  less  the 
Utility  Allowance.   [24  CFR  5.603] 

62.  Tenant  Payment  (TIP)  -  The  portion  of  rent  that  is  based  on  a  resident's  income.  The  greater 
of  30%  of  the  monthly  Adjusted  Income  (as  defined  in  these  policies)  or  10%  of  the 
monthly  Annual  Income  (as  defined  in  these  poHcies)  or  the  PHA's  Minimum  Rent.  If  the 
Resident  pays  any  utilities,  the  amount  of  the  Utility  Allowance  is  deducted  from  the  TTP. 
See  the  definition  for  Tenant  Rent.  [24  CFR  5.613] 

63.  Federal  Accessibility  Standards  -  Standards  for  the  design,  construction,  and  alteration  of 
publicly  owned  residential  structures  to  insure  that  physically  disabled  persons  wiU  have 
ready  access  to  and  use  of  such  structures.  The  standards  are  set  forth  in  Appendix  A  to  24 
CFR  Part  40.  See  cross-reference  in  504  regulations.  [24  CFR  8.32  (a)] 

64.  Utilities  -  means  water,  elearicity,  gas,  other  heating,  refrigeration  and  cooking  fuels,  trash 
colleaion,  and  sewerage  services.  Telephone  service  is  not  included  as  a  utility.  [24  CFR 
5.603] 

65.  Very  Low-Income  Family  -  means  a  family  whose  Annual  Income  does  not  exceed  50  percent 
of  the  median  Annual  Income  for  the  area,  with  adjustments  for  smaller  and  larger  families, 
as  determined  by  the  Secretary  of  Housing  and  Urban  Development.  [24  CFR  5.603] 

66.  Violent  Criminal  Activity  -  any  criminal  aaivity  that  has  one  of  its  elements  the  use,  attempted 
use,  or  threatened  use  of  physical  force  substantial  enough  to  cause,  or  be  reasonably  likely 
to  cause,  serious  bodily  injury  or  property  damage. 
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67.         Utilit\'  Reimbursement _-  means  funds  that  are  reimbursed  to  a  resident  when  the  Utility 
Allowance  for  a  unit  exceeds  the  resident's  Total  Tenant  Payment.  [24  CFR  5.603] 
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APPENDIX  A: 

Restrictions  on  Housing  Assistance  to 
Non-Citizens  Policy 


1  ^ 

RESTRICTIONS  ON  HOUSING  ASSISTANCE  TO  NON-CITIZENS  POLICY 


BACKGROUND 

Section  214  of  the  Housu'i-  and  Community  Development  Act  of  1980  restricts  assistance  to  citizens 
(including  nationals)  or  non-citizens  who  have  eligible  immigration  status.  Subsequent  amendments 
provided  for  an  "opt-out"  clause  that  allowed  housing  authorities  the  flexibility  to  not  implement  Seaion 
214.  Section  592  of  the  "Quality  Housing  and  Work  Responsibility  Act  of  1998"(QHWR\), 
amended  Section  214  of  the  Housing  and  Community  Development  Act  of  1980,  making  it  mandatory  that 
housing  authorities  implement  the  regulations  as  set  forth  in  the  HUD  Guidebook  entitled  Restrictions  on 
Assistance  to  Non-Citizem,  dated  July  1995  and  further  clarified  in  HUD's  Final  Rule  Revsed  Restrictions  on 
Assistance  to  Non-Citizens,  dated  April  30,199.  Section  592  of  the  "QHWRA"  became  effective  upon  the  date 
of  enaament  of  the  "QHWRA",  October  21,1998.  To  that  end,  the  San  Francisco  Housing  Authority  will 
administer  the  residency  rule  regulations  and  apply  the  provisions  of  the  law  equally  to  all  applicants  and 
residents.  The  SFHA  will  administer  the  restriaions  on  the  use  of  assisted  housing  by  non-citizens  with 
ineligible  immigration  status  imposed  by  this  rule  in  conformity  with  the  Federal  nondiscrimination 
requirements  of,  including,  but  not  limited  to  the  following: 

•  Title  VI  of  the  Civil  Rights  ACT  of  1964(42  U.S.C.  2000d-2000d5)  and  the  implementing 
regulations  in  24  CFR  Part  1; 

•  Section  504  of  the  Rehabilitation  Act  of  1973(29  U.S.C.  794)  and  the  implementing  regulations  m 
24  CFR  Part  8; 

•  The  Fair  Housing  Act(  42  U.S.C.  3601-3619)  and  the  implementing  regulations  in  24CFR  Part 

100;  and 

•  Any  other  civil  rights  statutes  cited  in  the  applicable  program  regulations. 

Current  residents  will  be  notified  regarding  the  requirements  of  this  policy  before  their  next  annual  re- 
cerufication  after  September  30,1999.  Individuals  and  families  with  pending  applications  shall  be  notified  as 
soon  as  possible. 

CURRENT  RESIDENTS 

Current  residents,  who  did  not  declare  citizenship  prior  to  the  SFHA  invoking  the  "opt-out"  pro\ision, 
must  declare  citizenship  or  eligible  immigration  status  at  their  next  annual  re-certification.  If  at  that  time,  it 
is  determined  that  a  family  or  family  members  do  not  have  eligible  immigration  status,  the  provisions  of  the 
HUD  rule  as  set  forth  shall  be  applied. 

A.  Certification:  At  the  time  of  their  aimual  re-certification  after  September  30,1999,  all  current  residents 
are  required  to  provide  proof  of  citizenship  or  eligible  immigration  status,  or  to  eleCT  not  to  contend  that 
one  has  eligible  immigration  status.  The  requirement  applies  to  all  family  members  (See  Attached 
Forms). 

1.    Gdzen:   For  each  family  member  who  is  a  United  States  citizen,  the  evidence  consists  of  a  signed 


declaration  of  U.S.  citizenship.   No  further  verification  is  required.  This  document  is  signed  under 
penalty  of  perjury. 

2.  Non-citizens  62  Years  or  Older:  Residents  that  are  not  citizens,  and  are  age  62  years  or  older  are 
required  to  show  proof  of  age  and  signed  certification  of  eligible  immigration  status. 

3.  Non-citizens  Under  the  Age  of  62:  For  non-citizens  under  the  age  of  62,  the  evidence  consists  of  a 
signed  certification  of  eligible  immigration  Si-  j  (See  Attached  Form)  and  the  submission  of  the 
original  of  one  of  the  acceptable  INS  documents:  Alien  Registration  Receipt  Card  (for  permanent 
resident  aliens),  Arrival/Departure  Record,  Temporary  Resident  Card,  Asylum  or  Refugee 
Documents,  Employment  Authorization  Card,  or  a  receipt  from  INS  for  a  replacement  document 
for  one  of  the  above  listed  categories. 

4.  Minors:  Declaration  of  eligible  immigration  status  also  applies  to  minors.  For  each  minor,  a 
certification  must  be  signed  by  an  adult  who  is  residing  in  the  unit  and  is  responsible  for  the  minor 
(See  Attached  Form). 

5.  Family  Members  Electing  Not  To  Claim  Eligible  Immigration  Status:  For  each  family  member 
electing  not  to  confirm  that  he/she  has  eligible  immigration  status,  the  member(s)  must  be  listed 
separately.  A  signature  from  the  individual(s)  is  optional.  However,  the  head  of  house  or  spouse  with 
eligible  immigration  status  must  sign  and  date  the  list  (See  Attached  Form). 

B.  Verification:  After  an  acceptable  INS  document  has  been  submitted  by  the  applicant  and  wimessed  by 
the  staff,  the  applicant(s)  shall  sign  a  verification  consent  form  which  authorizes  an  INS  search  to 
confirm  eligible  immigration  status.  SFHA  staff  shall  not  conduct  the  INS  verification  without 
obtaining  the  applicant's  signed  consent. 

1.  Staff  shall  photocopy  the  front  and  the  back  of  the  INS  document  and  return  the  original  to  the 
resident.  SFHA  shall  verily  eligible  status  in  the  INS  Systematic  Alien  Verification  for  Entitlements 
Program  (SAVE).  Verification  shall  not  occur  unless  there  is  a  signed  consent  form. 

2.  If  the  resident  refuses  to  sign  the  verification  consent  form,  for  purposes  of  determining  the  housing 
assistance  for  the  family,  the  family  member  shall  be  considered  as  not  having  eligible  immigration 
status. 

3.  SFHA  shall  request,  and  the  INS  shall  condua,  a  manual  secondary  check  of  records  in  all  instances 
where  the  SAVE  system  query  results  in  a  negative  response. 

4.  A  resident  who  submits  eligible  immigration  documentation  may  not  be  penalized  for  delays  on  the 
part  of  those  entities  which  must  verify  ehgible  immigration  status. 

C.  Housing  Assistance  Determination:  For  current  residents  where  some  of  the  family  members  have 
eligible  citizenship  status  and  some  do  not  (mixed  family),  monetary  assistance  may  be  continued  or 
prorated  depending  on  family  composition.  For  current  residents  where  no  family  member  has  eligible 
citizenship  status,  monetary  assistance  will  be  terminated. 

D.  Proration  of  Rent:  Pro-ration  of  Rental  Assistance:  A  mixed  family  shall  have  their  housing  assistance 
prorated  according  to  the  number  of  family  members  who  have  eligible  status. 


1.  The  steps  to  prorate  the  TTP  are  as  follows: 

a.  Determine  Total  Tenant  Payment,  using  income  of  all  family  members,  including  any  family 
member  who  has  not  established  eligible  immigration  or  citizenship  status. 

b.  Subtraa  the  TTP  from  a  HUD-required  Public  Housing  Maximum  Rent  applicable  to  the  PHA. 

•     This  sum  is  the  maximum  subsidy  for  which  the  family  could  qualify  if  all  members  were 
eligible  (Family  Maximum  Subsidy) 

c.  Divide  the  Family  Maximum  Subsidy  by  the  number  of  persons  in  the  family  to  determine 
maximum  subsidy  per  family  member  who  has  eligible  status  to  get  the  Member  Maximum 
Subsidy. 

d.  Multiply  the  Member  Maximum  Subsidy  by  the  number  of  eligible  family  members  (Eligible 
Subsidy) 

e.  SubtraCT  the  amount  of  the  eligible  subsidy  from  the  Public  Housing  Maximum  Rent. 

2.  HUD  Maximum  Rent 

a.  The  HUD  Maximum  Rent  is  established  according  to  Appendix  H  of  the  HUD  Guidebook 
7465.7,  Restrictions  on  Assistance  to  Noncitizens 

b.  The  maximum  rent  is  based  on  the  value  of  the  95th  percentile  of  the  total  tenant  payment 
(TTP)  for  each  tenant  within  the  SFHA.  The  TTP  is  reported  on  Line  9j  of  the  Form  HUD- 
50058. 

c.  The  SFHA  shall  use  a  PFLA.-wide  schedule  of  maximum  rents.  The  maximum  rents  shall  be 
established  for  each  fiscal  year. 

III.      APPLICANTS 

Individuals  or  families  applying  for  housing  assistance  must  provide  certification  of  citizenship  or  proof  of 
eligible  immigration  status  at  the  time  of  the  initial  eligibility  interview.  If  at  that  time,  it  is  determined  that 
the  individual,  family  or  family  members  do  not  have  eligible  immigration  status,  the  provisions  of  the  HUD 
rule  as  set  forth  shall  be  applied. 

A-  Certification:  Applicants  are  required  to  submit  evidence  of  citizenship  or  eligible  immigration  status, 
or  to  elea  not  to  contend  that  one  has  eligible  immigration  status. 

1.  Qtizen:  For  each  family  member  who  is  a  United  States  citizen,  the  evidence  consists  of  a  signed 
declaration  of  U.S.  citizenship.  No  further  verification  is  required.  This  document  is  signed  under 
penalty  of  perjury. 


2.  Non-citizen:  For  non-citizens,  the  evidence  consists  of  a  signed  certification  of  eligible  Immigration 
status  and  the  submission  of  the  original  of  one  of  the  acceptable  INS  documents:  Alien 
Registration  Receipt  Card  (for  permanent  resident  aliens),  Arrival/Departure  Record,  Temporary 
Resident  Card,  As)4um  or  Refugee  Documents,  Employment  Authorization  Card,  or  a  receipt  from 
ENS  for  a  replacement  document  for  one  of  the  above  listed  categories. 

3.  Mir'^fs:  Declaration  of  eligible  unrmgration  status  also  applies  to  minors.  For  each  minor,  -^ 
ceiaucation  must  be  signed  by  an  adult  who  is  residing  in  the  unit  and  is  responsible  for  the  minoi. 

4.  Family  Members  Electing  Not  to  Contend  Eligible  Immigration  Status:  For  each  family  member 
electing  not  to  confirm  that  he/she  has  eligible  immigration  status,  the  member(s)  must  be  listed 
separately.  A  signature  from  the  individual(s)  is  optional.  However,  the  head  of  house  or  spouse  with 
eligible  immigration  status  must  sign  and  date  the  list. 

B.  Verification:  After  an  acceptable  INS  document  has  been  submitted  by  the  applicant  and  wimessed  by 
the  staff  the  applicant  (s)  shall  sign  a  verification  consent  form  which  authorizes  an  INS  search  to 
confirm  eligible  immigration  status. 

1.  Staff  shall  photocopy  the  front  and  the  back  of  the  INS  document  and  return  the  original  to  the 
applicant. 

2.  SFHA  shall  verify  eligible  status  in  the  INS  Systematic  Alien  Verification  for  Entidements  Program 
(SAVE).  Verification  shall  not  occur  unless  there  is  a  signed  consent  form. 

3.  If  the  applicant  refuses  to  sign  the  verification  consent  form,  for  purposes  of  determining  the 
housing  assistance  for  the  family,  the  family  member  shall  be  considered  as  not  having  eligible 
immigration  status. 

4.  SFHA  shall  request,  and  the  ENS  shall  conduct,  a  manual_secondary  check  of  records  in  all  instances 
where  the  SAVE  system  query  results  in  an  negative  response. 

5.  An  applicant  who  submits  eligible  immigration  documentation  may  not  be  penalized  for  delays  on 
the  part  of  those  entities,  which  must  verify  eligible  immigration  status. 

C.  Determination  of  Housing  Assistance:  A  mixed  family's  housing  assistance  will  be  prorated 
according  to  the  number  of  family  members  who  have  eligible  status,  as  described  in  II  D  of  this 
document. 

D.  Families  that  have  no  members  who  are  citizens  or  have  eligible  immigration  status  are 
ineligible  for  public  housing:  The  application  shall  be  denied. 


IV.      APPEALS 


A-  Request  for  Appeal:  Upon  receipt  of  notification  that  the  ENS  secondary  verification  failed  to  confirm 
eligible  immigration  status,  the  SFHA  shall  notify  the  family  in  writing  of  the  results  of  the  ENS 
verification  and  their  option  to  request  an  appeal  to  the  ENS. 


B.  Delay  of  Assistance:  The  SFtl.'\  shall  not  delay,  deny  or  terminate  assistance  until  the  completion  of 
the  EMS  appeal  process  for  applicants  or  the  completion  of  the  INS  process  and  the  SFHA  informal 
hearing  process  for  current  residents. 

FAILURE  TO  SUBMIT  EVIDENCE  OF  FAMILY  COMPOSITION  OR  ELIGIBLE 
STATUS 

A.  One-tdme  Evidence  Requirement  for  Continuing  Occupancy:  The  family  is  required  to 
submit  evidence  of  eligible  immigration  status  for  each  family  member  only  once  during  continued 
occupancy  or  at  the  time  of  the  applicant  interview.  Documentation  shall  be  submitted  for  any  new 
family  members  (s)  added  to  the  lease  at  the  time  the  request  for  lease  addition  is  made. 

B.  Failure  to  Submit  Evidence  or  Establish  Eligible  Immigration  Status.  If  the  family  fails  to  submit 
the  required  evidence  of  citizenship,  or  eligible  immigration  status,  the  authority  wiU  terminate  the  lease 
or  deny  the  application  for  admission. 

C.  Changes  in  Family's  Status  If  there  is  a  change  in  the  family  composition  or  the  eligible  status  of  a 
family  member  that  effeaed  the  resident  rule  status  of  the  entire  family,  such  changes  should  be 
reported  to  the  SFHA's  Eligibility  Department  (if  an  applicant)  or  to  the  appropriate  development 
management  office  (if  a  resident)  so  the  change  of  status  can  be  recorded  as  soon  as  possible. 

D.  Changing  Participation  in  a  HUD  Program  Whenever  a  family  applies  for  admission  to  a  Section 
214  covered  program,  evidence  of  eligible  immigration  status  must  be  submitted  unless  the  family  has 
already  submitted  the  evidence  to  the  SFHA  for  a  covered  program. 


VI.       FRAUD 


"When  Fraud  is  Suspected  with  Response  to  a  Declaration  of  Citizenship  If  the  SFHA  receives 
verifiable  information  that  provides  a  substantial  basis  to  believe  that  a  resident/ applicant  may  have 
deliberately  misrepresented  his  or  her  eligibility  status  and  is  receiving  financial  assistance  for  which  he  or 
she  may  not  be  eligible,  the  SFIiA  shall  refer  the  case  to  the  HUD  Inspector  General  for  follow  up. 


PROCEDURES  WHEN  DECLARATION  OF  CITIZENSHIP  FRAUD  SUSPECTED 

I.  When  the  Authority  obtains  concrete  evidence  of  conflicting  information,  the  Authority  will: 

A.  Obtain  additional  information  from  other  persons  or  agencies 

B.  Take  other  actions  to  verify  either  the  applicant/resident/program  participant's  information  or  the 
conflicting  information 

II.  If  the  Authority's  effort  conclude  that  the  applicant/ resident/program  participant  supphed  incorrect 
information,  then  staff  must: 

A.  Document  the  findings 

B.  Notify  the  applicant/resident/program  participant  in  writing  of  the  error,  identifying  what  information 
is  believed  to  be  incorrect 

C.  Provide  the  applicant/resident/program  participant  with  an  opportunity  to  meet  with  SFHA  staff  within 
10  calendar  days  to  discuss  the  aJlegauon(s) 

D.  Inform  the  applicant/resident/program  participant  that  failure  to  do  so  may  result  in  the  termination  of 
the  resident/program  participant's  assistance  or  denial  of  the  application 

E.  Arrange  the  meeting  with  a  SFHA  representative  who  has  not  been  involved  in  any  manner  with  the 
review  of  the  allegedly  false  information. 

III.  If  the  applicant/resident/program  participant  responds  and  convinces  the  Authority  that  the  submissions 
were  correa,  then: 

A.  Staff  shall  document  the  record  accordingly  and  close  the  investigation. 

B.  Rental  assistance  payments  continue  to  be  made  at  the  set  amount. 

C.  There  is  no  adjustment  to  the  applicant/resident/program  participant's  rent. 

III.  If  the  Authority  determines  that  there  is  adequate  basis  for  further  investigation,  then  the  Authority  should 
require  the  applicant/resident/program  participant  to  submit  whatever  documentation  is  necessary  to 
resolve  the  issue. 


If  the  applicant/resident/program  participant  choose  to  provide  a  new  declaration  as  an  eKgible  non-citizen, 
then: 

A.  Staff  shall  have  the  applicant/resident/program  participant  complete  a  verification  consent  form  and 
submit  required  evidence. 

B.  Staff  shall  conduct  a  primary  verification  and,  if  necessary,  forward  that  information  to  the  INS  for 
secondary  verification. 

If  the  applicant/resident/program  participant  is  still  found  ineligible  at  the  end  of  the  verification  process  or 
choose  not  to  contend  eligible  status,  then  the  Authority  shall  take  the  appropriate  action  to: 

A.  Adjust  the  rent 

B.  Terminate  the  assistance 

C.  Deny  the  application 


END  OF  INVESTIGATION 


DOCUMENTATION  OF  ELIGIBILE  IMMIGRATION  STATUS 


Staff  shall  witness  the  ■  I'ginal  docuinent(s)  for  each  family  member  declaring  eligible  immigration 
status  and  photocopy  (irom  and  back)  each  document.  Keep  a  copy  in  the  file.  Immediately  return 
the  original  documents  to  the  family. 

The  following  original  documents  are  acceptable  evidence  of  eligible  immigration  status,  subject  to 
verification  with  the  INS: 


1.  Form  1-151,  Alien  Registration  Receipt  Cart  (issued  to  lawful  permanent  residents  prior 
to  1979).  Form  1-151  will  no  longer  be  vaHd  after  March  20,  1996. 

2.  Form  1-551,  Alien  Registradon  Receipt  Card  (for  permanent  resident  aliens); 

3.  Form  1-94,  Arrival-Departure  Record,  with  one  of  the  following  annotations; 

a.  "Admitted  as  Refuges  Pursuant  to  Section  207"; 

b.  "Section  208"  or  "Asylum"; 

c.  "Section  243  (h)"  or  "Deportation  stayed  by  Attorney  General"; 

d.  "Paroled  Pursuant  to  Section  212(d)(5)  of  the  INS:; 

4.  If  Form  1-94,  Arrival-Departure  Record,  is  not  annotated,  then  accompanied  by  one  of 
the  following  documents: 

a.  A  final  court  decision  granting  asylum  (but  only  if  no  appeal  is  taken); 

b.  A  letter  from  an  INS  asylum  officer  granting  asylum  (if  application  is  filed  on  or  after 
Oaober  1,  1990)  or  from  an  INS  district  direaor  granting  asylum  (if  application  filed 
before  Oaober  1,  1990); 

c.  A  court  decision  granting  withholding  of  deportadon;  or 

d.  A  letter  from  an  asylum  officer  granting  withholding  of  deportadon  ( if  appHcauon 
filed  on  or  after  October  1,  1990(. 

5.  Form  1-688,  Temporary  Resident  Cart,  which  must  be  annotated  "Section  245A:  or 
"Section  210"; 

6.  Form  1-688B,  Employment  Authorization  Card,  which  must  be  annotated  "Provision  of 
Law  274a.l20  1)"  or  "Provision  of  Law  247a.l2"; 


( 


7.  A  receipt  issued  by  the  INS  indicating  that  an  application  for  issuance  of  a  replacement 
document  in  one  of  the  above-listed  categories  has  been  made  and  the  applicant's 
entitlement  to  the  document  has  been  verified. 


SAN  FRANCISCO  HOUSING 
AUTHORITY 


APPENDIX  B: 


Resident  Grievance  Procedures 


RESIDENT  GRIEVANCE  PROCEDURES 


I.         Applicability 


A.  T"''  Grievance  Procedure  is  limited  to  disputes  between  individual  residents  and  SFHA  where  S''"^HA's 
acuons,  or  failure  to  act  involving  the  individual  resident's  lease  or  SFHA  regulations,  which  aovcrsely 
affect  the  individual  resident's  rights,  duties,  welfare,  or  status. 

B.  Situations  not  included: 

1.  Disputes  between  residents  in  which  SFHA  is  not  involved. 

2.  Any  changes  in  policies  and/or  procedures  between  groups  of  residents  and  SFHA's  Board  of 
Commissioners. 

3.  Qass  grievances. 

4.  Evictions  or  termination  of  leases  as  a  result  of  a  health  or  safety  hazard  created  by  resident,  which 
is  also  a  threat  to  the  health  or  safety  of  other  residents  or  SFHA  employees. 

5.  For  all  aspects  of  the  grievance  procedure,  a  handicapped  person  shall  be  provided  reasonable 
accommodation. 

Definitions 

A.  Grievance.  Any  dispute  which  a  resident  may  have  with  respect  to  SFHA  action  or  failure  to  aa  in 
accordance  with  the  individual  resident's  lease  or  SFHA  regulations  which  adversely  affect  the  individual 
resident's  rights,  duties,  welfare,  or  status. 

B.  Complainant.  Any  resident  whose  grievance  is  presented  to  SFHA  or  the  Development  manager  in 
accordance  with  the  adopted  procedures. 

C.  Elements  of  Due  Process.  Any  eviction  or  termination  of  residency  in  a  State  or  local  court  in  which 
the  following  procedural  safeguards  are  required: 

1 .  Adequate  notice  to  the  resident  of  grounds  for  terminating  the  residency  and  for  eviction; 

2.  Opportunity  for  the  resident  to  examine  all  relevant  documents,  records  and  regulations  of  SFHA 
prior  to  the  hearing  for  the  purpose  of  preparing  a  defense; 

3.  Right  of  the  resident  to  be  represented  by  counsel; 

4.  Opportunity  for  the  resident  to  refute  the  evidence  by  SFHA  including  the  right  to  confront  and 
cross-examine  witnesses  and  to  present  any  affirmative  legal  or  equitable  defense  which  the  resident 
may  have; 

5.  A  decision  on  the  merits. 

D.  Hearing  Officer.  A  person  selected  to  hear  grievances  and  make  a  decision. 


E.  Resident.  The  adult  person  (or  persons)  (other  than  a  live-in  aide): 

1.  Who  resides  in  the  umt,  and  who  executed  the  lease  with  the  SFHA  as  lessee  of  the  dwelling  unit,  or, 
if  no  such  person  now  resides  in  the  unit. 

2.  Who  resides  in  the  unit,  and  who  is  the  remaining  head  of  household  of  the  resident  family  residing 
in  the  dwelling  unit.. 

F.  Informal  Settlement:  Meeting  held  with  complainant  and  manager  in  an  attempt  to  resolve  the 
Grievance  before  going  to  formal  grievance  hearing. 

G.  Summary  of  Discussion.  Result  of  informal  hearing  specifying  the  names  of  the  participants,  dates  of 
meeting,  the  nature  of  the  proposed  disposition  of  the  complaint  and  the  specific  reasons  therefore,  and 
specifying  the  procedures  by  which  a  hearing  may  be  obtained  if  the  complainant  is  not  satisfied. 

H.  Escrow  Account.  Money  held  by  a  third  person  or  party  as  a  good  faith  promise  until  a  determinadon 
is  made  on  what  to  do  with  the  money. 

I.  Waiver.  To  release  a  right  or  claim  the  complainant  may  have  to  contest  the  SFHA's  disposition  of 
his/her  grievance. 

J.    Trial  De  Novo.  The  right  to  a  new  trial. 

III.      Responsibilities  for  a  resident  requesting  a  hearing. 

Before  a  complainant  can  request  a  hearing  by  a  Hearing  Officer,  the  grievance  must  be  submitted  for 
informal  settlement.  As  a  condition  precedent  to  a  formal  hearing,  all  grievances  shall  be  personally 
presented,  either  orally  or  in  writing,  for  informal  settlement  to  the  property  management  office  in  which 
the  complainant  resides  so  that  the  grievance  may  be  discussed  informally  and  setded  without  a  hearing. 
However,  if  the  complainant  can  show  good  cause  why  he/she  failed  to  proceed  in  accordance  with  the 
foregoing  to  the  hearing  panel,  the  Hearing  Officer  may  waive  provisions  of  this  seaion. 

rV.       Informal  settlement  of  grievance. 

Any  request  for  an  informal  setdement  must  be  presented,  in  writing,  within  ten  (10)  days  after  the  SFHA 
makes  the  decision  that  the  resident  wishes  to  grieve.  The  informal  setdement  will  be  conducted  within 
fifteen  (15)  days  following  receipt  of  the  request.  Grievances  relating  to  a  notice  to  quit  must  be  presented 
■within  the  period  set  forth  on  such  nouce. 

A.  Summaiy  of  the  informal  setdement  discussion  must  be  prepared  by  the  SFHA  within  five  (5)  working 
days. 

B.  The  Summary  of  Discussion  wiU  specify: 

1.  Names  of  the  parucipants  (the  SFHA  shall  be  represented  by  the  Property  Manager,  District 
Director,  and  the  Direaor  of  Housing  Management); 

2.  Date  and  time  of  the  meeting; 


3.  Nature  of  the  proposed  disposition  of  the  complaint; 

4.  Specific  reasons  for  the  proposed  disposition  of  the  complaint; 

5.  Procedures  by  which  a  hearing  may  be  obtained  if  the  complainant  is  not  satisfied; 

6.  Statement  in  bold  writing  that  the  complainant  ha.<:  '"en  (10)  days  after  receipt  to  request  a  Hearing. 
If  the  complainant's  primary  language  is  not  Eii^jlish  this  statement  must  be  provided  in  the 
appropriate  language. 

C.  Copies  of  the  Summary  of  Discussion  will  be  distributed  as  follows: 

1.  One  copy  will  be  sent  to  the  complainant  by  Registered  or  Certified  mail  or  given  personally  to 
complainant  and  a  signed  receipt  obtained  from  the  complainant. 

2.  One  copy  will  be  retained  in  the  complainant's  resident  file  at  the  SFHA  management  office 

V.  Procedure  to  obtain  a  formal  hearing. 

If  the  complainant  is  dissatisfied  with  the  final  result  of  the  informal  setdement  decision  ,  he/she  must 
submit  a  written  request  for  a  formal  hearing  to  the  SFHA  Customer  Service  Department  within  ten  (10) 
days  after  receiving  the  Summary  of  Discussion.  .  This  notice  shall  be  in  English  and  each  of  the  following 
languages:  Spanish,  Russian,  Chinese,  Cambodian  or  Vietnamese. 

A.  The  written  request  for  a  Hearing  must  specify: 

1.  Reason  (s)  for  the  grievance; 

2.  Action  or  relief  sought 

B.  A  receipt  signed  by  the  complainant,  or  a  return  receipt  for  delivery  of  Registered  or  Certified  mail, 
whether  or  not  signed,  will  be  sufficient  proof  to  establish  time  of  delivery  for  the  Simimary  of 
Discussion,  and/or,  if  applicable,  the  decision  of  the  emergency  transfer  review  panel. 

VI.  Failure  to  request  a  formal  hearing. 

If  the  complainant  does  not  request  a  Hearing  within  ten  (10)  days  follou-ing  the  date  of  receipt  of  the 
Summary  of  Discussion  ,  then: 

A.  SFHA's  decision  of  the  grievance  as  stated  in  the  Summary  of  Discussion,  becomes  final  and  effective  as 
of  SFHA's  close  of  business  on  the  fifth  (5th)  working  day. 

B.  Such  failure  shall  not  constitute  a  waiver  by  the  complainant  of  his/her  right  to  contest  the  SFHA's 
action  in  disposing  of  the  complaint  in  an  appropriate  judicial  proceeding. 

^I.     Selection  of  Hearing  Officer. 

Grievance  shall  be  presented  before  a  hearing  officer  selected  pursuant  to  these  rules. 


The  Executive  Direaor,  in  consultation  v^ixh  the  recognized  tenant  associations,  shall  appoint  three 
Lncii\'iduals  to  serve  as  grievance  hearing  officers.  Each  officer  shall  be  charged  individually  uith  conduaing 
hearings  in  accordance  with  the  rules  set  forth  in  this  policy  and  shall  have  the  ability  to  read  and  write  and 
follow  and  understand  the  procedures  of  the  grievance  process. 

VIII.  Schedule  of  hearings 

Following  the  informal  settlement  meeting  and  upon  a  request  for  a  Formal  Hearing,  then  the  following  will 
take  place: 

A.  The  Hearing  Coordinator,  an  employee  of  the  SFHA  who  shall  be  charged  with  setting  hearing  dates, 
will  promptly  schedule  a  hearing.  The  time  and  place  for  the  hearing  will  be  reasonably  convenient  to 
both  the  complainant  and  the  SFHA. 

B.  The  Hearing  Coordinator  will  schedule  the  hearings  for  the  second  Friday  of  each  month.  The  hearings 
will  be  held  before  one  of  the  three  designated  Hearing  Officers,  who  shall  rotate  responsibilides  on  a 
monthly  basis.  The  Hearing  Officer  shall  hear  all  grievances  pending  at  the  time  of  the  monthly  hearing. 
Any  resident  may  object,  on  a  one-time  basis,  to  the  designated  Hearing  Officer  or  to  the  time  and  place 
of  the  hearing.  However,  the  objection  must  be  filed  and  delivered  to  the  Hearing  Coordinator  at  least 
24  hours  before  the  hearing  is  scheduled  to  commence.  Failure  to  file  an  objection  in  compliance  with 
this  rule  will  be  considered  a  waiver  of  any  right  to  object  to  the  Hearing  Officer  or  time  and  place  of 
the  hearing. 

If  the  tenant  objeas  to  time,  place  and/or  the  Hearing  Officer,  then  the  hearing  shall  take  place  at  the 
next  regularly  scheduled  monthly  hearing  date. 

C.  Written  notification  will  be  delivered  to  the  complainant  and  appropriate  SFHA  official  by  Registered  or 
Certified  mail,  or  delivered  personally  and  a  signed  receipt  obtained.  The  written  notification  will 
specify: 

1 .  Time  of  Hearing; 

2.  Place  of  Hearing;  and 

3.  Procedures  governing  the  Hearing. 

D.  Receipts  signed  by  the  complainant  or  SFHA  official,  or  return  receipts  for  delivery  of  Registered  or 
Certified  mail,  whether  signed  or  not,  will  be  sufficient  to  establish  delivery. 

IX.  Procedure  governing  hearing 

A.  The  Hearing  shall  be  held  before  a  Hearing  Officer. 

B.  The  complainant  and  SFHA  shall  be  afforded  a  fair  Hearing  providiag  the  basic  safeguards  of  due 
process  which  include: 

1.    The  opportunity  upon  request  to  examine  before  and  during  the  Hearing,  and,  at  the  expense  of  the 
complainant,  to  copy  all  documents,  including  records  and  regulations,  of  the  SFHA  that  are  directly 
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relevant  to  the  Hearing; 

2.  The  right  to  be  represented  by  counsel  or  other  person  chosen  as  his/her  representative; 

3.  The  right  to  a  private  hearing  unless  the  complainant  requests  a  public  hearing; 

4.  The  right  to  present  evidence  and  arguments  in  support  of  his/her  complaint,  to  controvert 
evideiii..  relied  on  by  the  SFHA,  and  to  confront  and  cross-examine  all  witnesses  upon  whose 
testimony  or  information  SFHA  relies;  and 

5.  A  decision  based  solely  and  exclusively  upon  the  evidence  presented  at  the  hearing. 

C.  The  Hearing  Officer  may  render  a  decision  without  proceeding  with  the  Hearing  if  the  Hearing  Officer 
determines  that  the  issue  has  been  previously  decided  in  another  proceeding. 

D.  At  the  Hearing,  the  complainant  must  first  make  a  showing  of  an  entidement  to  the  relief  sought,  and 
thereafter  SFHA  must  sustain  the  burden  of  justifying  the  SFHA  action  or  failure  to  act  against  which 
the  complaint  is  directed. 

E.  The  Hearing  shall  be  condutted  informally  by  the  Hearing  Officer  and  oral  or  documentary  evidence 
pertinent  to  the  facts  and  issues  raised  by  the  complaint  may  be  received  without  regard  to  admissibility 
under  the  rules  of  evidence  applicable  to  judicial  proceedings. 

F.  The  Hearing  Officer  shall  require  the  SFHA,  the  complainant.  Counsel  and  other  participants  or 
spectators  to  conduct  themselves  in  an  orderly  fashion. 

G.  Failure  to  comply  with  the  directions  of  the  Hearing  Officer  to  obtain  order  may  result  in  exclusion 
from  the  proceedings  or  in  a  decision  adverse  to  the  interests  of  the  disorderly  party  and  granting  or 
denial  of  the  relief  sought,  as  appropriate. 

H.  The  complainant  or  SFHA  may  arrange,  in  advance  and  at  the  expense  of  the  party  making  such 
request,  for  a  transcript  of  the  hearing.  Any  interested  party  may  purchase  a  copy  of  such  transcript. 

X.        Failure  to  appear  at  hearing 

A.  Failure  of  either  party  or  their  representative  to  appear  at  the  Hearing  shall  enable  the  Hearing  Officer 
to  determine  that  the  non-appearing  party  has  waived  its  right  to  a  hearing. 

B.  The  complainant  and  the  SFFiA  will  both  be  notified  in  writing  of  the  determination  and/or  decision  by 
the  Hearing  Officer. 

C.  Emergency  or  other  serious  situations  will  be  considered  on  a  case  by  case  basis  in  the  determination 
that  the  party  has  waived  his/her  right  to  a  hearing. 
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D.  Failure  of  the  complainant  to  appear  at  the  Hearing  or  a  determination  the  complainant  has  waived 
his/her  right  to  a  hearing  shall  not  constitute  a  waiver  of  any  right  the  complainant  may  have  to  contest 
the  (SFHA's)  disposition  of  the  grievance  in  an  appropriate  judicial  proceeding. 

XI.        Decisions  of  the  Hearing  Officer 

A.  The  Hearing  Officer  shall  prepare  a  ..  .':.^en  decision,  together  with  the  reasons,  within  ten  (10)  working 
days  after  the  hearing. 

B.  A  copy  of  the  decision  will  be  sent  to  the  complainant  and  the  SFHA  at  the  same  time. 

C.  The  SFHA  will  retain  a  copy  of  the  decision  in  the  resident's  folder. 

D.  A  copy  of  such  decision,  with  all  names  and  identifying  references  deleted,  shall  also  be  maintained  on 
file  by  the  SFHA  and  made  available  for  inspection  by  a  prospective  complainant,  his/her 
representative,  or  the  Hearing  Officer. 

E.  The  decision  of  the  Hearing  Officer  shall  be  binding  on  the  SFHA,  which  shall  take  all  aaions,  or 
refrain  from  any  actions,  necessary  to  carry  out  the  decision.  However,  the  Board  of  Commissioners  of 
the  SFHA  shall  have  the  authority  to  reverse  any  decision  of  the  Hearing  Officer  within  fifteen  (15) 
days  and  shall  promptly  notify  the  complainant  of  its  determination,  when: 

1.  The  grievance  does  not  concern  an  act  or  failure  to  act  on  the  part  of  the  SFFIA  which  adversely 
affects  the  complainant's  lease,  or  SFFLA  regulations,  rights,  duties,  welfare,  or  status. 

2.  The  decision  of  the  Hearing  Officer  is  contrary  to  applicable  Federal,  State  or  local  law,  HUD 
regulations  or  requirements  of  the  7\nnual  Contributions  Contract  between  HUD  and  the  SFFIA. 

F.  A  decision  by  the  Hearing  Officer  or  Board  of  Commissioners  in  favor  of  the  SFHA  or  which  denies 
the  relief  requested  by  the  complainant  in  whole  or  in  part  shall  not  constitute  a  waiver  of,  nor  affect  in 
any  manner  whatsoever,  any  rights  the  complainant  may  have  to  a  trial  de  novo  or  judicial  review  in  any 
judicial  proceedings,  which  may  thereafter  be  brought  in  the  maner. 

XII.     Eviction  actions  in  grievances  involving  lease  terminations. 

A.  If  a  resident  has  requested  a  hearing  on  a  complaint  involving  a  SFHA  notice  of  termination,  and  the 
Hearing  Officer  upholds  the  SFHA's  action  to  terminate  the  residency,  the  SFHA  shall  not  commence 
an  eviction  action  in  a  State  or  local  court  until  it  has  served  a  notice  to  vacate  to  the  resident. 

B.  In  no  event  shall  the  notice  to  vacate  be  issued  prior  to  the  decision  of  the  Hearing  Officer  having  been 
mailed  or  deKvered  to  the  complainant. 

C.  Such  notice  to  vacate  must  be  in  writing  and  specify  that  if  the  resident  fails  to  quit  the  premises  within 
the  appropriate  authorized  period,  or  on  the  termination  date  stated  in  the  notice  of  termination. 


whichever  is  later,  appropnate  action  ■w.tU  be  brought  against  him/her  and  he/she  may  be  required  to 
pay  court  costs  and  attorneys'  fees. 

1.  The  Authority  shall  not  terminate  or  refuse  to  renew  the  Dwelling  Lease,  other  than  for  serious  or 
repeated  violation  of  material  terms  of  the  lease,  such  as  the  failure  to  make  payments  due  under  the 
lease,  to  fulfill  the  resident  obligations  as  set  forth  in  the  lease,  the  violation  of  other  provisions  of 
the  lease  or  for  other  good  cause. 

2.  Habitual  lateness  in  payment  of  rent  shall  be  considered  a  violation  of  a  material  term  of  the  lease, 
and  grounds  for  eviction.  Habitual  lateness  is  defined  as  a  failure  to  pay  rent  on  the  date  it  is  due 
three  (3)  times  within  any  consecutive  twelve  (12)  month  period. 

3.  Every  reasonable  and  diligent  administrative  effort  will  be  made  by  the  Authority  to  avoid  eviction. 
Before  the  Authority  may  take  action  to  terminate  the  lease  and  evict  a  family  for  any  cause,  it  shall 
given  adequate  administrative  notice  before  pursuing  appropriate  legal  aaions.  Adequate  notice 
shall  be  as  follows: 

a)  Fourteen  (14)  days  in  the  case  of  failure  to  pay  rent. 

b)  Three  (3)  days  in  the  case  of  a  creation  or  maintenance  of  a  threat  to  the  health  or  safety  of 
other  tenants,  Housing  Authority  employees  or  the  general  public. 

c)  Thirty  (30)  days  in  all  other  cases. 
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Pet  Policy 

Section  526  of  the  "Quality  Housing  and  Work  Responsibility  Act  of  1998"  (QHWRA) 
provides  for  the  ownership  of  pets  in  federally-assisted  rental  housing  "in  accordance  with 
applicable  State  and  loc?'  Public  health  regulations."  Section  19901  of  the  California  Health 
and  Safety  Code  proviaes  that,  "Notwithstanding  any  other  provision  of  law,  no  public 
agency  which  owns  and  operates  rental  housing  accommodations  shall  prohibit  the  keeping  of 
not  more  than  two  pets  by  the  elderly  in  such  rental  housing  accommodations."  Accordingly, 
it  is  the  Policy  of  the  Authority  to  allow  pets  under  the  circumstances  provided  below. 

A.  A  tenant  may  have  up  to  two  animals  and  one  fish  aquarium.  No  dogs  of  any  breed 
are  allowed  in  public  housing  unless  the  tenant  resides  in  an  elderly/disabled 
development  or  is  60  years  or  older  or  disabled  and  living  in  a  family  development  and 
requiring  supportive  services  as  defined  in  California  Health  and  Safety  Code  section 
50685.5. 

B.  Definition:  The  term  "Pets"  is  limited  to  the  following  domesticated,  common 
household  animals:  cats,  dogs,  birds,  fish,  hamsters.  Only  one  fish  aquarium,  which 
shall  not  exceed  25  gallons,  may  be  kept.  Dogs  and  cats  must  be  spayed  or  neutered. 

C.  Application.  Prior  to  housing  any  pet  on  premises  owned  and/or  operated  by  the 
PHA,  a  tenant  shall  apply  to  the  PHA  for  a  permit  to  do  so.  The  application  must  be 
accompanied  by  the  following: 

1.  A  full  pet  deposit  of  $100  per  pet  or  fish  aquarium.  This  deposit  is  refundable 
after  the  tenant  disposes  of  the  pet  or  aquarium  or  vacates  and  if  PHA  verifies 
that  there  are  no  expenses  directly  attributable  to  the  presence  of  the  pet. 
However,  for  expenses  exceeding  the  deposited  amount,  the  household  shall  be 
responsible  to  reimburse  the  PHA  for  those  costs. 

2.  A  current  dog  license  issued  by  the  appropriate  authority. 

3.  Signed  veterinarians'  statement  verifying  that  the  animal  is  in  good  health,  has 
no  communicable  diseases  or  pests,  and,  in  the  case  of  cats  and  dogs,  is  spayed 
or  neutered. 

4.  Evidence  that  the  pet  has  received  all  current  inoculations  or  boosters  including 
parvovirus,  distemper,  hepatitus,  leptospirosis,  feline  distemper,  rhino 
tracheitis,  calcivirus,  and  pneumonitis  must  be  provided. 

5.  A  signed  statement  from  the  Tenant  acknowledging  that  he/she  has  received 
and  read  the  Pet  Rules  and  agrees  to  comply  with  them  and  accept  any  and  all 
financial  and  personal  liability  associated  with  the  personal  pet  ownership  in 
the  housing  project. 

6.  A  color  picture  of  the  pet,  except  for  fish,  must  be  provided  both  at  the  time  of 
application  and  when  the  pet  reaches  adult  size. 

D.  Approval  of  Pet  Application.  Once  all  of  the  conditions  for  application  for  pet 
ownership  permit  have  been  met,  the  Property  Manager  shall  make  a  decision  on  the 
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resident's  application  within  five  working  days.  If  approved,  the  resident  will  be 
informed  in  writing.  The  Property  Manager  may  re-validate  the  pet  ownership  permit 
at  each  subsequent  annual  re-certification  as  long  as  the  tenant  continues  to  follow  the 
guidelines  established  in  this  Pet  Policy.  Failure  to  re-validate  the  pet  ownership 
permit  shall  result  in  the  removal  of  the  pet  or  termination  of  the  Tenant's  tenancy  or 
both. 

E.  Refusal  of  Pet  Application.  PHA  may  refuse,  subject  to  PHA's  grievance  procedure, 
to  approve  a  pet  application  due  to  the  following  reasons: 

1.  The  animal  does  not  meet  the  definition  of  pet. 

2.  Tenant  fails  to  provide  complete  application  information  required  by  the  Pet 
Ownership  Policy. 

F.  Revoking  Pet  Ownership.  Maintaining  a  pet  in  a  facility  owned  and/or  operated  by 
PHA  shall  be  subject  to  the  rules  set  forth  herein.  The  Tenant's  pet  ownership  may  be 
revoked  at  any  time,  subject  to  PHA's  Grievance  Procedure,  due  to  any  of  the 
following  reasons: 

1.  Management  determines  that  the  pet  is  not  properly  cared  for. 

2.  The  pet  presents  a  threat  to  the  safety  and  security  of  other  tenants,  PHA 
employees,  contractors  and  others  on  the  premises. 

3.  The  pet  is  destructive  or  causes  an  infestation. 

4.  The  pet  disturbs  other  tenants  for  reasons  including  but  not  limited  to  noise, 
odor,  cleanliness,  and  sanitation. 

5.  Tenant  fails  to  re-validate  the  pet  ownership  permit  as  required  in  the  Pet 
Ownership  Policy. 

G.  All  tenants  allowed  to  keep  a  pet  shall  comply  with  the  following  rules: 

1.  In  the  case  of  dogs,  proof  that  the  pet  is  currently  licensed  must  be  provided 
annually. 

2.  Evidence  that  the  pet  has  received  all  current  inoculations  or  boosters  including 
parvovirus,  distemper,  hepatitus,  leptospirosis,  feline  distemper,  rhmo 
tracheitis,  calcivirus,  and  pneumonitis  must  be  provided  to  the  HCDCH 
annually. 

3.  No  pet  may  be  kept  in  violation  of  State  law  or  local  ordinances  with  respect  to 
humane  treatment  or  health. 

4.  If  pets  are  left  unattended  for  a  period  of  twenty-four  (24)  hours  or  longer,  the 
Management  may  enter  the  dwelling  unit  to  remove  the  pet.  The  Management 
will  transfer  the  pet  to  the  proper  authorities,  subject  to  the  provisions  of 
California  State  law  and  pertinent  local  ordinances.  PHA  accepts  no 
responsibility  for  the  animal  under  such  circumstances. 

5.  No  animal  shall  be  kept,  raised,  or  bred  for  any  commercial  purpose. 
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6.  Dogs  and  cats  must  wear  identification  tags  specifying  resident's  name  and 
apartment  number. 

7.  All  pets  shall  remain  inside  the  Tenant's  dwelling  unit.  No  animal  shall  be 
permitted  in  laundromats,  hallways,  community  rooms,  public  restrooms,  or 
other  designated  common  areas  unless  to  allow  for  ingress  and  egress  to  the 
building.  Pets  must  be  leashed  or  carried  at  ai;   ..  lues  while  in  elevator. 

8.  When  taken  outside  the  unit,  dogs  and  cats  must  be  kept  on  a  leash,  no  longer 
than  six  (6)  feet,  controlled  by  a  responsible  individual. 

9.  No  animal  may  be  leashed  to  any  stationary  object  outside  the  Tenant'  s 
apartment. 

10.  Birds  must  be  confined  to  a  cage  at  all  times. 

11.  Vicious  and/or  intimidating  dogs  or  animals  with  a  past  history  of  attack  or 
aggressive  behavior  towards  other  animals  or  people  will  not  be  allowed.  No 
resident  shall  have  a  dog  of  a  breed  known  as  a  Pit  Bull,  Rottweiler,  German 
Shepherd,  or  Doberman  Pinscher,  nor  any  mixed  breed  thereof,  unless  it  is 
specifically  trained  and  currently  used  as  a  certified  seeing  eye,  hearmg,  or 
service  dog. 

12.  Tenants  shall  not  permit  their  pet  to  disturb,  interfere,  or  diminish  the  peaceful 
enjoyment  of  other  tenants.  The  terms  "disturb",  "interfere",  and  "diminish" 
shall  include  but  not  be  limited  to  barking,  howling,  chirping,  biting, 
scratching,  and  other  like  activities. 

13.  Tenants  must  provide  litter  boxes,  which  must  be  kept  in  the  dwelling  unit  for 
cat  waste.  Tenants  shall  not  permit  refuse  from  litter  boxes  to  accumulate  nor 
to  become  unsightly  or  unsanitary.  Litter  shall  be  changed  not  less  than  once  a 
week  and  placed  in  a  plastic  bag,  properly  disposed  of  by  being  placed  in  a  trash 
container  outside  of  the  building,  and  at  no  time  washed  down  any  drains  or 
flushed  down  any  toilets.  Pet  waste  may  not  be  put  down  the  garbage  chutes. 

14.  Tenants  shall  take  adequate  precautions  and  measures  necessary  to  eliminate  pet 
odors  within  or  around  the  unit  and  shall  maintain  the  unit  in  a  sanitary 
condition  at  all  times. 

15.  Tenants  are  responsible  for  cleaning  up  pet  waste  from  their  pet  both  inside  and 
outside  the  dwelling  unit  and  on  facility  grounds.  Waste  must  be  disposed  of 
by  being  placed  in  a  sealed  plastic  bag  and  then  placed  in  a  trash  container 
outside  of  the  building.  At  no  time  is  pet  waste  washed  down  any  drains  or 
flushed  down  any  toilets.  Pet  waste  may  not  be  put  down  the  garbage  chutes. 

16.  PHA  may  designate  areas  on  the  project  grounds  for  pet  exercise  and  deposit  of 
waste  or  may  prohibit  the  entire  grounds  from  being  used  for  pet  exercise  and 
deposit  of  waste.  PHA  shall  provide  adequate  written  notification  to  Tenant  in 
event  of  any  designation  or  prohibition. 

17.  Tenants  shall  not  alter  their  dwelling  unit,  patio,  or  unit  area  in  order  to  create 
an  enclosure  for  any  pet.  No  doghouses,  animal  runs,  etc.  will  be  permitted. 
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18.  Tenants  are  responsible  for  all  damages  caused  by  their  pets  including  the  cost 
of  professional  cleaning  of  carpets  and/or  fumigation  of  units. 

19.  PHA  may  designate  areas  within  a  project,  building,  floor,  or  section  of 
building,  where  pet  owners  must  live  and  may  direct  such  moves  as  may  be 
necessary  to  establish  such  areas.  The  areas  may  be  adjusted  and  PHA  may 
direct  such  additional  moves  as  may  be  necessary  to  meet  changing  net.  PHA 
shall  provide  adequate  written  notification  to  tenant  should  any  designation  be 
made.  Tenant  agrees  to  comply  with  PHA's  request  to  move  pursuant  to  this 
paragraph. 

20.  Tenants  are  prohibited  from  feeding  or  harboring  stray  animals.  The  feeding  of 
stray  animals  shall  constitute  having  a  pet  without  the  written  permission  of 
PHA. 

21.  Guests  may  not  bring  pets  (any  type)  onto  the  premises.  No  pet  sitting  will  be 
allowed. 

H.         Animals  That  Assist  the  Disabled. 

1.  Elderly/disabled  tenants  must  still  comply  with  all  aspects  of  this  Pet  Policy. 

2.  Dogs,  which  must  be  specifically  trained  and  currently  used  to  assist  blind,  deaf, 
or  physically  disabled  individuals,  may  be  allowed  in  elderly/disabled 
developments  or  units  with  an  elderly/disabled  individual.  The  tenant  must 
submit  documentation  to  the  of  each  dog's  training  or  certification  for  the 
purpose  of  assisting  disabled  individuals. 

3.  To  determine  that  an  animal  is  excluded  from  these  Pet  Policies,  a  disabled 
tenant  must  provide  a  written  certification  of  his/her  disability  from  a  licensed 
medical  doctor  on  a  form  provided  by  the  PHA  verifying  that: 

a.  The  animal  is  trained  to  assist  persons  with  the  specific  disability. 

b.  The  animal  actually  assists  the  disabled  individual. 

I.  Violation  of  this  Pet  Policy  may  be  grounds  for  removal  of  the  pet  or  termination  of 

the  tenant's  lease,  or  both. 

1.  Any  pet  not  permitted  under  this  policy  shall  be  permanently  removed  from 
SFHA  property  within  30  days,  during  which  time  any  such  animal  may  be 
surrendered  to  an  animal  shelter  or  otherwise  permanently  removed  at  the 
owner's  expense. 

2.  If  the  pet  is  removed,  either  a  receipt  from  an  animal  shelter  or  notarized  letter 
from  the  new  owner  verifying  that  the  pet  resides  at  a  new  address  will  be 
required. 

3.  If  the  tenant  refuses  to  permanently  remove  the  pet,  the  lease  termination 
process  will  be  initiated  in  accordance  with  procedures  set  forth  in  the  Rental 
Agreement  and  State  law. 
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Home  Business  Policy 

San  Francisco  Housing  Authority  encourages  residents  living  in  its  properties  to  organize  to 
operate  home  businesses.  Any  such  home  business,  which  includes  any  legal  profit  making 
activities  or  nonprofit  activities,  must  receive.  .tten  approval  from  SFHA  prior  to  beginning 
any  such  business  activity.  This  policy  does  not  cover  children's  businesses  such  as  a  child's  paper 
route,  a  child's  sale  of  merchandise  or  products  from  catalogs,  or  a  child's  sale  of  merchandise  for 
youth,  school,  church,  sports,  or  nonprofit  organizations.  Such  children's  activities  are  expressly 
permitted  and  do  not  require  prior  notice  or  consent  of  SFHA. 

I.         Procedures 

A.  A  resident  wishing  to  operate  a  home  business  must  submit,  in  writing,  his  or  her  request 
for  approval  to  the  Customer  Service  Administrator,  or  designee,  through  the  Property 
Manager  and  District  Director.  The  written  request  will  be  in  a  format  designed  by 
SFHA  and  is  the  formal  agreement  between  SFHA  and  the  resident  if  SFHA  approves  the 
home  business.    The  information  required  by  SFHA  will  include  the  following: 

1.  A  full  description  of  the  home  business  (bookkeeping,  computer,  child  care, 
etc.); 

2.  anticipated  hours  of  operation; 

3.  evidence  that  the  home  occupations  will  comply  with  local,  state  and  federal 
regulations,  including  but  not  limited  to  licensing,  bonding,  and  insurance 
requirements; 

4.  anticipated  storage  or  special  accommodations  necessary  for  the  daily  operation 
of  the  home  business;  and 

5.  anticipated  revenue  of  the  home  business. 

B.  If  required,  the  resident  will  obtain  insurance  to  fully  indemnify'  SFHA  for  any  or  all 
damages  and  injuries  to  any  person,  including  but  not  limited  to,  SFHA  property  or 
employees,  if  damages  or  injuries  occur  as  a  direct  or  indirect  result  of  the  home  business 
operation. 

C.  The  Customer  Service  Administrator,  or  designee,  will  review  each  business  on  a  case-by- 
case  basis,  based  on  the  number  of  existing  businesses  in  each  complex,  including  childcare 
operations.  The  basis  of  approval  will  depend  on  the  impact  to  the  other  residents  at  the 
housing  site. 

D.  All  residents  whom  SFHA  has  approved  to  operate  a  business  in  his  or  her  home  must 
obtain  a  business  license  through  the  California  Department  of  Commerce  and  must  keep 
the  business  license  current  until  they  have  ended  the  business. 
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E.  The  home  business  agreement/contract  is  an  addendum  to  the  resident's  lease  agreement 

with  SFHA.  The  operation  of  any  approved  home  business  is  subject  to  all  of  the  terms 
and  conditions  of  the  resident's  lease  agreement  with  SFHA. 

II.        Terms  and  Conditions 

If  a  resident's  home  business  operation  is  approved,  the  resident  and  all  household  members  who 
are  involved  with  the  home  business  meet  and  agree  to  the  following  terms  and  conditions. 

A.  The  resident  must  agree  to  and  abide  by  all  of  the  terms  and  conditions  as  stipulated  in  the 
Resident  Home  Business  Agreement/Contract. 

B.  The  Customer  Service  Administrator  may  approve  a  Joint  home  business  operation  if  two 
or  more  residents  plan  to  engage  in  a  partnership.  They  must  clearly  define  the  make  up 
of  the  partnership,  showing  how  they  distribute  the  partnership,  by  percentage  whether 
equally  or  with  one  partner  being  more  responsible  for  the  operation  than  another 
partner.  The  partnership  must  also  clearly  define  the  dollar  amount  that  will  be  used  in 
the  anticipation  of  income  that  is  reported  to  SFHA. 

C.  SFHA  allows  no  more  than  one  business  be  operated  from  each  unit. 

D.  No  modifications  to  the  unit  shall  be  made  by  the  tenant,  or  by  the  SFHA  on  behalf  of 
the  tenant,  to  accommodate  the  proposed  business. 

E.  SFHA  will  not  transfer  any  family  to  a  larger  unit  to  accommodate  the  proposed  business. 

F.  A  tenant  shall  not  be  allowed  to  propose  a  business  in  order  to  avoid  moving  from  a  unit 
that  is  considered  "overhoused"  for  that  family  size. 

G.  The  resident  business  may  be  required  to  name  SFHA  as  an  additional  insured  where 
General  Liability  insurance  coverage  is  necessary  to  meet  licensing  requirements. 

H.  At  the  time  the  resident(s)  informs  the  Property  Manager  of  his  or  her  interest  in  starting 
a  home  business,  they  will  be  provided  a  copy  of  this  Policy  and  the  Resident  Home 
Business  Agreement/Contract.  The  Property  Manager  will  insure  that  the  resident 
understands  the  terms  of  the  Policy  and  Contract  and  will  assist  as  much  as  feasible. 

I.  When  the  resident's  business  is  approved  by  SFHA,  the  approval  becomes  the  written 

agreement  between  SFHA  and  the  resident,  with  the  resident  agreeing  to  the  Terms  and 
Conditions  applicable  to  that  business.  Furthermore,  before  the  commencement  of  any 
such  approved  business  activity,  the  resident  must  have  executed  the  written  agreement 
with  SFHA  and  obtained  any  other  documentation  required,  including  but  nor  limited 
to,  proof  of  insurance  and/or  an  Alaskan  business  license. 
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III.      Child  Care  Businesses 

SFHA  will  allow  childcare  businesses  at  the  discretion  of  the  Customer  Service  Administrator 
or  designee.  SFHA  will  consider  the  impact  that  the  child  cares  business  will  have  on  the  other 
resid      ^"  and  project  facilities.  Any  resident  who  wishes  to  provide  childcare  in  their  home  mu"" 
adhere  to  the  following  guidelines. 


Number  of  children 
under  12  living  in 
vour  home 

Number  of  children 
that  vou  may  care 
for  other  than 
those  living  in  vour 
home 

Total  number  of 
children  under  12 
that  vou  may  care 
for  in  your  home 

Total  number  of 
children  younger 
than  24  months 
that  you  may  care 
for 

0 

6 

6 

3 

1 

5 

6 

3 

2 

4 

6 

3 

3 

3 

6 

3 

4 

2 

6 

3 

5 

1 

6 

3 

6 

0 

0 

0 

A.  SFHA  requires  that  all  child  care  businesses,  no  matter  the  number  of  children 
being  cared  for,  be  licensed  through  either  the  State  of  California.  It  is  the 
resident's  responsibility  to  contact  the  appropriate  agency. 

B.  All  childcare  businesses  must  carry  the  minimum  liabiHty  insurance  of  no  less  than 
$300,000.  It  is  the  responsibility  of  the  childcare  provider  to  verify  that  they  are 
in  compliance  with  the  individual  liability  policy  requirements. 

C.  All  residents  intending  to  provide  childcare  in  their  homes  must  provide  a  recent 
(no  older  than  90  days)  national  criminal  background  check.  A  copy  of  the 
background  check  can  be  obtained  from  the  City  of  San  Francisco  Police 
Department.  SFHA  reserves  the  right  to  obtain  and  review  any  applicant's  report 
obtained  from  the  SFPD. 

D.  Childcare  businesses  are  prohibited  in  buildings  designed  for  elderly  families. 

E.  The  resident  operating  the  child  care  business  is  totally  responsible  for  the  welfare 
and  actions  of  the  children  under  his  or  her  care  and  is  bound  to  all  Lease 
provisions  governing  actions  of  guests. 
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F.  All  childcare  businesses  must  follow  the  safety  guidelines  as  outlined  in  the  SFHA 

Home  Business  Contract. 

IV.  Types  of  Businesses  Prohibited 

Prohibited  types  of  businesses  on  SFHA  properties  include,  but  are  not  limited  to: 

automobile  or  vehicle  repair, 
■  raising  and  care  of  pets, 

•  small  engine  repairs, 

the  sale  of  tobacco,  drugs,  alcohol,  weapons; 

other  illegal  activities  such  as  prostitution; 

a  bed  and  breakfast;  or 

any  business  that  requires  the  use  of  equipment  that  generates  excessive  heat  or  fire. 

V.  Reporting  Income 

The  resident  must  keep  accurate  records  to  permit  SFHA  to  verify  income,  or  other  requirements 
existing  in  SFHA's  Policy  and  Procedures  manual  and  the  terms  and  conditions  of  the  Lease,  and 
to  provide  any  other  documentation  requested  by  SFHA.  Partnerships  must  clearly  define  the 
profits  and/or  losses  of  the  tenants  participating  in  the  partnership  in  order  for  SFHA  to 
determine  applicable  income. 

VI.  Renewal 

SFHA  will  review  the  operation  of  the  home  business  at  the  annual  recertification  of  the  resident 
as  specified  in  SFHA's  Policy  and  Procedures  manual  and  Lease  Agreement.  At  such  time  SFHA 
will  ask  that  the  resident  submit  to  SFHA  documentation  of  renewals  of  insurance,  licenses, 
bonds,  and  permits  as  required  by  state  and  local  rules  regulating  that  business. 

VII.  Resident  Councils 

Fully  accredited  Resident  Councils  who  wish  to  operate  some  form  of  business,  either  for  profit 
or  resident  convenience,  must  also  submit  their  application  to  the  Customer  Service 
Administrator  for  approval.  The  stipulations  of  Section  I  through  VIII  of  this  policy  generally 
apply,  although  the  Customer  Service  Administrator  has  the  authority  to  waive  requirements  that 
are  inappropriate  and/or  restrict  the  entrepreneurial  efforts  of  the  councils  and/or  waive 
requirements  that  are  inappropriate. 
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VIII.  Grievance  Procedures 

Residents  owning  a  home  business  that  SFHA  has  asked  to  terminate  or  move  off  the  premises, 
may  grieve  this  action  by  SFHA  by  following  SFHA's  policies  and  procedures. 

IX.  Documentation  Procedures 

Upon  receipt  of  a  completed  Contract  from  the  resident,  the  Property  Manager  will  forward  it, 
with  the  Property  Manager's  recommendations,  through  the  District  Director  to  the  Customer 
Service  Administrator. 

Upon  approval,  the  Customer  Service  Administrator,  or  designee,  shall  send  the  original  Resident 
Home  Business  Agreement/Contract  to  the  Office  of  General  Counsel.  One  copy  shall  be 
maintained  in  the  Customer  Service  Administration  files.  One  copy  shall  be  sent  to  the  Property 
Manager  for  inclusion  into  the  Tenant  File.  One  copy  shall  be  provided  to  the  resident  to  keep 
for  his/her  business  records. 
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Resident  Home  Business 
Agreement/Contract 


I.  Applicant  Information 

I, ,  wish  to  operate  the  following  business  from 

my  residence  located  at: 


Street  Address  Apt.  ff  City  Zip  Code 

Home  Telephone  #  Work  Telephone  # 

Type  of  Business  (Please  give  a  full  description  of  the  business) 

Name  of  Business: 


Full  Description  of  Business: 

Hours  of  Operation: 

Days  of  the  Week  Hours  of  Operation 

From From am/pm 

To To am/pm 

Other: 

11.         Specific  Requirements 

I  agree  and  understand  that  I  am  required  to  obtain  the  following  items,  if  checked,  and 
must  be  maintained  at  all  times  that  I  am  conducting  the  home  business  that  is  the  subject 
of  this  agreement. 

□   Business  License  No. 
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Q    Insurance 

(Company  and  type) 

G   Requirement  for  SFHA  to  be  named  as  additionally  insured. 

Q   Bonding 

(Company  and  type) 

Q   First  Aid  and  CPR  courses  (childcare  businesses  only) 

□  Licensed  (childcare  businesses  only) 

Q   Safety  gates  in  front  of  inside  staircases  (childcare  businesses  only) 

Q   Plastic  guards  over  all  electrical  outlets  that  are  not  in  use  and  are  within  the  reach  of  children 
(childcare  businesses  only) 

Q    2A:10BC  dry  chemical  fire  extinguisher  for  each  level  of  the  home  (childcare  businesses  only) 

□  Other 

III.       Special  Accommodations 

(List  any  anticipated  storage  or  special  accommodations  that  the  business  will  require.) 


IV.  Anticipated  Earnings 

V.  Anticipated  Start  of  Business 


Signature  of  Head  of  Household  Date 


Signature  of  Co-Partner  (if  applicable)  Date 

□      Approved  Q      Disapproved 


Signature  of  Customer  Service  Administrator/Designee  Date 
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Tenant  Associations  Policy 

San  Francisco  Housing  Autliority  encourages  residents  living  in  its  properties  to  organize  and 
establish  a  Tenant  Association,  pursuant  to  24  CFR  §  964.  Th'  '"^HA  will  officially  recognize 
a  duly  elected  resident  council  (or  tenant  association)  as  the  sole  representative  of  the  residents  of 
the  affected  development(s). 

1.  Purpose 

It  is  the  policy  of  the  San  Francisco  Housing  Authority  (SFHA)  to  encourage  Public  Housing 
residents  to  work  collectively  to  improve  and  maintain  a  suitable  quality  of  life  within  their 
respective  housing  sites.  To  help  achieve  this,  residents  have  the  right  to  organize  and  elect  a 
resident  council  to  represent  their  interests 

II.        Resident  Organizations 

A.  Establishment 

Upon  written  request  by  residents,  the  SFHA  shall  provide  appropriate  guidance  to  assist 
them  In  establishing  and  maintaining  a  resident  organization.  The  SFHA  shall  consult 
with  residents  to  determine  the  extent  to  which  residents  desire  to  organize  and  participate 
in  the  management  of  their  housing  site.  Nothing  In  these  policies  shall  be  construed  as 
requiring  residents  to  organize  as  a  resident  council. 

B.  Resident  Councils 

1.  It  Is  the  policy  of  the  SFHA  to  recognize  and  accept  the  resident  council  as  the 

official  channel  for  communication  with  that  community,  so  long  as  the  terms  of 
24  CFR  964  and  the  SFHA/RC  Memorandum  of  Understanding  are  met. 

2.  The  SFHA  may  withhold  or  withdraw  Resident  Council  recognition  if  It  Is  determined 
that  the  Resident  Council  has  failed  to  meet  the  estabHshed  criteria  for  formal  recognition. 

C.  Criteria  for  Formal  Resident  Council  Recognition 

1.  The  SFHA  shall  officially  recognize  a  Resident  Council  that  satisfies  the  following 

criteria. 

a.  It  shall  extend  membership  and  voting  rights  to  all  households  within  the 

Resident  Council's  identified  area  of  representation.  The  SFHA  shall 
recognize  only  one  Resident  Council  as  the  official  representative  of 
residents  in  a  development.  Residents  from  more  than  one  development 
may  choose  to  collaborate  for  the  purpose  of  forming  an  area-wide  resident 
council.     If  the  Council  represents  more  than  one  housing  site,  Its 
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membership  shall  be  proportional  to  the  respective  number  of  units  within 
the  different  sites. 

b.  It  has  adopted  bylaws  and  abides  by  them. 

c.  It  has  conduaed  elections  in  a  timely  manner  in  accordance  with  its  bylaws 
as  specified  in  24  CFR  964.7 

d.  Its  bylaws  call  for  regular  Board  meetings  at  least  once  every  three  months, 
open  to  all  members. 

e.  Its  bylaws,  notices,  or  other  forms  of  communication  show  evidence  of 
good-faith  efforts  to  inform  all  members  of  meetings  and  issues  pertaining 
to  the  represented  area. 

f.  It  complies  with  all  applicable  laws,  ordinances  and  regulations  including, 
but  not  limited  to,  statutes  affecting  non-profit  corporations, 
employee/employer  requirements,  and  land  use  and  health  codes. 

g.  It  can  show  evidence  of  good-faith  efforts  to  achieve  reasonable 
representation  on  its  governing  Board  of  all  racial  and  ethnic  groups  within 
the  local  housing  site. 

h.  It  agrees  to  participate  in  a  mediation  discussion  or,  if  necessary,  an 

arbitration  hearing  in  the  event  of  an  unresolved  dispute  with  the  SFHA. 

D.        Procedure  for  Recognizing  Resident  Councils 

1.  Resident  Council's  seeking  recognition  shall  submit  a  written  request  to  the 

Administrator  of  the  Customer  Service  Department.  The  request  must  contain  the 
following  information: 

a.  The  official  name  of  the  established  Resident  Council. 

b.  The  name,  mailing  address,  and  phone  number  of  a  designated  Resident 
Council  contact  person. 

c.  A  copy  of  the  Resident  Council  by-laws. 

d.  The  date  of  the  most  recent  Resident  Council  Board  election  and  the  name 
and  address  of  each  Board  member. 

e.  A  description  of  how  the  election  was  conducted  (e.g.  efforts  to  achieve  a 
balanced  slate  of  nominees,  the  method  of  balloting,  and  the  number  of 
votes  cast). 

i.  The  of  all  Board  and  general  Resident  Council  meetings  in  the  past  12 

months. 

g.  A  description  of  how  residents  are  notified  of  meetings. 

h.  A  letter  signed  by  the  Resident  Council  President  certifying  the  Resident 

Council's  willingness  to  enter  into  a  mediation/arbitration  process  in  the 
event  of  a  dispute  with  the  SFHA. 
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h.  A  letter  signed  by  the  Resident  Council  President  certifying  the  Resident 

Council's  willingness  to  enter  into  a  mediation/arbitration  process  in  the 
event  of  a  dispute  with  the  SFHA. 

2.  All  decisions  on  recognition  shall  be  made  by  the  SFHA  based  solely  upon  the 
evidence  required  in  C(l)  and  D(l). 

3.  The  Si  ...V  Director  or  designee  shall  inform  the  Resident  Council  requesting 
recognition  of  her/his  decision  within  30  days  of  receipt  of  all  documentation 
required  in  D(l).  All  such  communications  shall  be  in  writing  and  include  any  and 
all  reasons  for  denial  of  recognition,  if  appropriate. 

4.  Recognition  shall  remain  in  effect  for  a  period  not  to  exceed  three  (3)  years. 
Resident  Council's  may  renew  their  recognition  by  following  the  process  outlined 
above. 

5.  In  the  case  of  disputes  between  two  or  more  groups  of  local  residents,  all  of  whom 
request  recognition  as  a  Resident  Council,  the  SFHA  shall  attempt  to  reach  an 
amicable  settlement  among  all  parties. 

6.  If  the  SFHA  is  unsuccessful  at  reaching  an  amicable  settlement  among  all  parties, 
the  SFHA  Director  or  designee  shall  recognize  the  organization  which  most  fairly 
and  effectively  represents  residents  of  the  development.  Such  decisions  shall  be 
based  solely  upon  the  criteria  contained  in  Section  C  and  information  submitted 
according  to  the  requirements  of  Section  D. 

Notice  of  such  decisions,  including  an  explanation  of  the  facts  of  the  case  and  the 
reasons  for  the  decision,  shall  be  submitted  in  writing  to  all  resident  organizations 
that  have  requested  recognition,  as  well  as  all  residents  of  the  impacted 
development. 

7.  If  no  group  satisfactorily  satisfies  the  criteria  for  recognition,  the  SFHA  shall  order 
an  election  for  Resident  Council  representatives  to  be  held  within  90  days.  The 
SFHA  shall  inform  all  residents  of  the  local  development(s)  of  such  a  decision  and 
the  reasons  thereof.  Elections  shall  be  supervised  by  an  independent,  disinterested 
party.  No  requests  for  recognition  will  be  accepted  by  the  SFHA  until  after  such 
elections  are  held  and  a  new  Resident  Council  Board  is  constituted. 

8.  Upon  receipt  of  notice  of  recognition,  the  SFHA  and  Resident  Council  shall 
execute  the  Memorandum  of  Understanding  containing  the  responsibilities  of  both 
parties. 

III.      Conditional  Recognition 

The  SFHA  Executive  Director  may  waive  any  of  the  provisions  of  Section  C(l)  and  recognize  a 
Resident  Council  for  a  period  not  to  exceed  one  year  upon  submission  by  the  Resident  Council 
of  a  plan  to  meet  the  requirements  of  Section  C(l). 
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IV.  Withdrawal  of  Recognition 

A.  The  SFHA  may  decertify  a  Resident  Council  as  an  officially  recognized  resident 
organization  only  on  evidence,  with  prior  wrinen  notification,  of  failure  to  meet  the 
criteria  set  forth  in  C(l). 

B.  Prior  to  official  decertification,  the  SFHA  will  issue  a  Notice  of  Intent  to  Withdraw 
Recognition  and  will  include  a  statement  of  the  reasons  for  this  action. 

C.  The  Resident  Council  will  have  60  days  from  the  date  of  issue  to  take  corrective  action 
and  respond  to  the  notice. 

D.  A  final  determination  shall  be  made  by  the  SFHA  within  30  days  of  receipt  of  the 
Resident  Council  response  to  the  withdrawal  notice.  Notice  of  a  final  determination  shall 
be  issued  to  the  Resident  Council  in  writing. 

E.  The  written  determination  shall  state  that  the  determination  made  is  the  final 
administrative  action,  from  which  any  appeal  must  be  taken  within  30  days  of  the  date  the 
notice  is  distributed  or  mailed. 

V.  Resident  Management  Corporations  (RMC) 

A.  It  is  the  policy  of  the  SFHA  to  support  a  Resident  Council's  expressed  interest  in 
establishmg  a  Resident  Management  Corporation.  Support  may  be  extended  m  the  form 
of  technical  assistance,  training,  or  the  provision  of  funds  and/or  equipment. 

B.  Upon  receipt  of  a  management  proposal  from  a  Resident  Management  Corporation,  the 
SFHA  will  enter  into  good-faith  negotiations  and  shall  make  every  reasonable  effort  to 
come  to  terms  with  the  proposal  as  required  in  24  CFR  964.27. 

VI.  Scope  of  Participation  of  Local  Resident  Organizations 

Resident  Councils  may  elect  to  participate  in  the  administration  of  their  housing  program  in  the 
following  areas: 

A.         Budgets 

1.  Upon  receipt  of  a  written  request  from  a  Resident  Council,  the  SFHA  shall  furnish 
a  copy  of  the  appropriate  operating  budget  proposed  for  the  following  fiscal  year 
at  least  14  days  prior  to  AHFC  Board  action. 

2.  Accompanying  the  proposed  budget  shall  be  an  explanation  of  the  procedure 
Resident  Councils  may  follow  to  obtain  further  information  or  submit  comments 
and  recommendations. 


3.  The  SFHA  shall  notify  Resident  Councils  of  any  grant  proposals  received  by  the 

SFHA  that  might  affect  their  local  property  and  invite  panicipation  in  the 
preparation  of  applications. 

B.  SFHA  Policy  Changes 

1.  Upon  receipt  of  a  written  request  from  the  Resident  Coui.  . ,  the  SFHA  shall  send 
notice  of  AHFC  Board  of  Directors  meetings  to  Resident  Councils  at  least  seven 
days  in  advance. 

2.  The  SFHA  shall  submit  to  Resident  Council  any  proposed  changes  in  policies  that 
affect  residents  of  a  housing  site,  in  accordance  with  HUD  regulations. 

3.  Resident  Councils  may  request  meetings  with  SFHA  representatives  to  discuss 
draft  proposals  or  written  comments.  The  SFHA  Customer  Service 
Administrator,  or  designee,  shall  schedule  such  meetings  within  14  days  of  receipt 
of  the  request. 

4.  The  SFHA  shall  issue  final  policy  decisions  to  all  Resident  Councils,  including  a 
response  to  pertinent  Resident  Council  comments.  In  addition,  the  SFHA  may, 
at  its  discretion,  notify  all  local  residents,  through  newsletters  or  other  special 
mailings,  of  policy  changes  having  an  impact  on  large  numbers  of  residents. 

5.  In  situations  where  a  Resident  Council  is  beginning  to  organize  or  does  not  exist, 
the  SFHA  shall  submit  proposed  policy  changes  to  the  Property  Manager  who 
shall  be  responsible  for  informing  residents. 

C.  Redevelopment/Modernization 

1.  Each  formally  recognized  Resident  Council  whose  property  is  eligible  for  Capital 

Fund  Program  funding  shall  be  invited  to  participate  in  an  annual  review  process 
of  the  five-year  plan.  The  SFHA  shall  recognize,  in  writing,  all  comments  received 
from  the  Resident  Councils  when  submitted  in  writing. 

3.  Affected  Resident  Councils  shall  be  notified  by  the  SFHA  of  the  award  of 
construction,  architectural  or  engineering  contracts,  and  all  proposed  construction 
schedules.  Notification  may  consist  of  a  written  communication  to  the  Resident 
Council  president  or  a  presentation  at  a  Resident  Council  meeting. 

4.  Resident  Councils  may  choose  to  be  represented  at  pre-construction  conferences. 

5.  The  SFHA  shall  inform  the  appropriate  Resident  Council  of  approved  emergency 
items  affecting  the  hfe,  health  and  safety  of  residents,  including  the  scheduled  start- 
up date  for  correcting  the  emergency  and  the  division  or  depanment  responsible 
for  the  work. 

6.  Resident  Councils  have  the  right  to  inform  the  SFHA  about  any  critical  health, 
safety  or  energy  work  items  that  need  to  be  addressed,  whether  or  not  a  formal 
funding  round  for  modernization  has  been  announced. 
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D.  Demolition  or  Disposition  of  Property 

1.  The  SFHA  shall  notify  a  Resident  Council  in  writing  of  its  intent  to  demolish  or 

dispose  of  real  estate  property  owned  by  AHPC  within  its  development,  including 
a  description  and  rationale  for  the  proposed  action. 

7  The  Resident  Council  may  submit  comments,  including  suggested  alternatives, 

within  30  days  of  SFHA  notification.  The  SFHA  shall  respond  to  such  comments 
within  30  days.  This  process  may  be  expedited  at  the  discretion  of  AHFC. 

3.  Upon  submission  of  a  request  for  demolition  or  disposition  to  HUD,  the  SFHA 
shall  notify  the  Resident  Council  that  the  submission  has  been  made  and  that  a 
complete  copy  of  the  request  is  available  for  review  during  normal  working  hours. 

4.  The  SFHA  shall  notify  the  Resident  Council  of  the  outcome  of  the  SFHA 
demolition/disposition  request. 

E.  Resident  Employment 

1.  AHFC  shall  encourage  qualified  residents  to  apply  for  all  permanent  or  temporary 
positions.  AHFC  shall  give  preference  to  qualified  resident  applications  for  any 
position  at  the  SFHA,  consistent  with  collective  bargaining  agreements,  equal 
employment  laws  and  practices,  and  state  and  federal  law. 

2.  The  AHFC  Personnel  Department  will  notify  the  Resident  Councils  of  permanent 
or  temporary  positions  available  at  the  SFHA,  Including  job  descriptions, 
qualifications,  salary  or  wage  information,  apphcatlon  closing  date  and  the  person 
to  whom  applications  should  be  directed.  Such  Information  will  be  posted  in  the 
local  property  office  during  normal  working  hours  In  a  location  readily  accessible 
to  residents. 

3.  The  SFFLA  shall  strongly  encourage  all  general  contractors  engaged  in  construction 
and  modernization  work  for  the  SFHA  to  train  and  employ  Public  Housing 
residents  In  accordance  with,  and  to  the  greatest  extent  possible,  consistent  with 
applicable  laws,  rules  and  regulations  adopted  thereunder. 

F.  Management  &  Maintenance 

1.  The  Director  of  Housing  Operations  shall  notify  Resident  Councils  of  changes  in 
the  assignments  of  local  Property  Managers  or  the  creation  of  new  local  manager 
positions. 

2.  Upon  receipt  of  a  written  request  from  the  Resident  Council,  the  property 
manager,  maintenance  supervisor,  and  a  representative  from  the  Resident  Services 
staff  (if  required)  shall  meet,  at  a  time  convenient  for  the  Resident  Council,  to 
discuss  local  maintenance  Issues. 

G.  Community /Resident  Services 


( 


1.  Resident  Councils  have  the  right  to  review,  comment  on  and  evaluate  the  existing 
community/ resident  service  programs  (including  staff  performance)  serving  the 
residents  of  the  Resident  Council's  housing  site. 

2.  A  Resident  Council  has  the  right  to  review  and  comment  on  the  establishment  of 
new  services,  the  allocation  of  non-residential  space  for  community/resident 
services  program  .  g,  and  long-range  service  delivery  plans  for  residents  of  the 
Resident  Council's  housing  site. 

3.  A  Resident  Council  has  the  right  to  review  and  comment  on  funding  proposals  for 
community/ resident  service  programs  at  the  site  it  represents. 

H.        Requests  for  Information 

1.  The  SFHA  shall,  upon  request  from  a  Resident  Council,  provide  reasonable 
information  which  does  not  violate  applicable  confidentiality  laws  or  regulations 
relating  to  the  administration  of  the  housing  site  the  Resident  Council  represents. 

2.  All  pertinent  SFHA  policy  and  procedure  documents,  including  applicable  HUD 
regulations,  shall  be  made  available  for  review  by  Resident  Council's  during 
normal  working  hours. 

VII.      Funds  and  Facilities 

A.  Funds 

1.  The  Resident  Council  shall  provide  the  funds  required  to  establish  and  maintain 
a  viable  council.  The  SFHA  shall  provide  guidance  and  training  to  implement  and 
audit  an  approved  budget  process. 

2.  Each  Resident  Council  shall  maintain  its  budget  according  to  its  bylaws.  The 
SFHA  reserves  the  right  to  examine  and  audit  the  financial  records  of  any  duly 
elected  Resident  Council. 

3.  Additional  funds  may  be  awarded  by  the  SFHA,  through  a  merit  or  competitive 
process,  subject  to  availability  of  resources,  to  help  fund  eligible  tenant  initiatives 
programs. 

B.  Facilities 

1.  If  requested,  the  SFHA  shall  strive  to  provide  a  Resident  Council  with  reasonable 
office  space.  The  SFHA  reserves  the  right  to  require  that  Resident  Council  office 
space  be  located  in  non-residential  space  which  conforms  to  all  appropriate 
building  codes. 

2.  Whenever  practicable,  AHFC  will  offer  surplus  equipment,  furnishings  and 
supplies  to  Resident  Council's  for  use  in  conducting  council  business.  Other 
services  such  as  duplication,  fax,  and  telephone  shall  be  made  available  as  needed 
and  subject  to  funding  availability. 
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2.  Whenever  practicable,  AHFC  will  offer  surplus  equipment,  furnishings  and 
supplies  to  Resident  Council's  for  use  in  conducting  council  business.  Other 
services  such  as  duplication,  fax,  and  telephone  shall  be  made  available  as  needed 
and  subject  to  funding  availability. 

3.  The  SFHA  shall  endeavor  to  make  available  common  rooms  for  resident 
organization  activities.  Where  such  con^  n  rooms  do  not  exist,  the  SFHA  shall 
work  with  the  Resident  Councils  to  arrange  for  such  meeting  places,  with  the  cost 
to  be  borne  by  the  SFHA,  according  to  available  funds. 

VIII.  Resident  Rights  to  Participate  in  Resident  Councils 

A.  SFHA  Involvement 

1.  The  SFHA  shall  encourage  and  assist  residents  in  their  organizing  activities.  The 
SFHA  shall  not  in  any  way  interfere  with  or  discourage  resident  organizing 
activities,  nor  shall  it  seek  to  evict  residents  or  take  reprisals  against  residents  for 
their  activities  of  organizing,  joining  or  participating  in  the  activities  of  a  Resident 
Council. 

2.  SFHA  representatives  shall  refrain  from  anending  any  Resident  Council  meeting 
that  has  been  called  for  the  exclusive  attendance  of  residents  only. 

B.  Resident  Council  Communication 

Resident  Councils  have  the  right  to  communicate  with  each  other  and  distribute 
information  to  fellow  residents  without  SFHA  interference. 
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